
Marykate Kauffman
224 Sharon Ave
Collingdale, PA 19023
   Cell: (267) 897-0128
 Email: mk809818@wcupa.edu

EDUCATION
West Chester University of Pennsylvania				       West Chester, PA
Bachelor of Science in Business Management		       August 2015 - May 2018
Major in Business Management
Minor in Finance
		         	                  						
EMPLOYMENT EXPERIENCE
CVS Pharmacy						           	       West Chester, PA
Customer Service Representative				       November 2016 - Present
Handles all transactions with customers.
Works with prospective customers by helping them find the products they need in a quick and efficient manner.
Refills and organizes any depleted or new stock.

West Chester University Library					       West Chester, PA Library Clerk							 September 2015 – May 2016
Completed any tasks management needed accomplished. 
Responsible for scanning and recording necessary documents for varying departments within the library.
In charge of organizing newly returned books throughout the library.

Dollar General								          Sharon Hill, PA
Customer Service Representative				       May 2015 – August 2015
Handled all interaction between customers and staff.
Restocked any necessary items and prepared all price changes.
Provided information to customers as needed, while helping them to find any products they wanted. 

VOLUNTEER WORK
Westside Community Center						       West Chester, PA
[bookmark: _GoBack]Administrative Assistant 				       	        March 2018 – May 2018
· Created professional documents for the organization to send to local businesses.
· Presented new ways for the community center to offer itself to the surrounding community.

SKILLS
· Proficient in Microsoft Office. 
· Works well with the public. 
· Excellent with multi-tasking. 

