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______________________________________________________________________________________________________

BACKGROUND SUMMARY:

Bachelor’s degree in Criminology, and minor in Psychology, from The Pennsylvania State University. Over 5 years of experience in the customer service industry. 3 years of Bookkeeping and managerial experience. Energetic, compassionate, hardworking professional always taking on self-initiated projects in the workplace. Organized professional with the ability to motivate and lead a group of employees in a variety of tasks. Diligent and fast learner with a high attention to detail, with the ability to move from position to position with ease. 

TECHNICAL EXPERTISE:
PC, MAC, Microsoft Office, and Google Docs. 

PROFESSIONAL EXPERIENCE:

McMenamin Family Shoprite, Philadelphia, PA                                                                                                   2014-2017
Bookkeeper and Customer Service Associate 						                 
   Key accomplishment: Moved from a cashier position, to a coveted bookkeeping position in the company in the span of 6 months. 
· Responsible for counting all money coming in and out of the Money Room. 
· Making sure all of the money and accounts in the cash counting room are balanced
· Assisting Customer Service associates when needed
· Responsible for all bank deposits and loans 
· Answering phone calls from customers, corporate, and various other individuals 
· Maintaining the order of the books in the money room, organizing files, and scanning/printing important documents
· Organizing paychecks and associate loans
· Experience in office duties such as scanning, filing paperwork, and faxing
· Filling in for Front End Manager during breaks
· Assisting customers with returns and other related issues
· Organizing customer receipts and other related paperwork for the office
· Handing out paychecks and employee loans

 AMC Franklin Mills 14 Theater, Philadelphia, PA
Guest Service Associate 		2013-2014
 	Key accomplishment: Received Employee of the month 
· Handling customer complaints
· Organized receipts and customer loyalty cards
· Helped box office associated when needed 

EDUCATION:
Bachelor of Arts in Criminology                   				       Pennsylvania State University, State College, PA
Minor in Psychology
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REFERENCES





1. Sara Clark				Former Guest Service Associate, AMC Theatres        2013-2014
Phone: 215-220-5827




2. Jennifer Lis		           Bookkeeper, Shoprite 		                                     2014-2017
Phone: 215-410-9468



3. Erin O’Rourke 		           Former Customer Service Associate, Shoprite	 2014-2017
Phone: 267-760-0110
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