MARIA KALOUDIS
8809 Verree Road
Philadelphia, PA 19115
(267) 679 - 0938
MAKaloudis1124@gmail.com
EDUCATION 
Holy Family University, Philadelphia, PA
Master of Arts in School Counseling – Currently enrolled
Holy Family University, Philadelphia, PA.                                                        
Bachelor of Arts in Psychology   (May 2013)
GPA: 3.69 
Honors: Deans List (2009 – 2013)       

Relevant Coursework:

· Quantitative Research Methods

· Qualitative Research Methods
· Advanced Writing
· Statistics for Social and Behavior Science
· Principles of Interviewing

EXPERIENCE
Manager  (Specialty in Human Resources)
June 2012 – Present 
Cubby’s Canine Castle, Blue Bell, PA
· Develops job description for individual staff positions and responsibilities. 

· Designs brochures, newsletters, and invitations with desktop publishing services. 

· Advanced knowledge of Microsoft Word, Excel, Outlook, and Workbooks. 

· Basic knowledge of QuickBooks and ADP. 
· Organizes and provides orientation to new staff member. Leads training of new staff member to accurately fulfill their position. 

· Monitors and evaluates the performance of employees. Provides appropriate supportive supervision, and on-going feedback on employee performance. 

· Eliminates redundant procedures and increases productivity by evaluating current policies and delegating work more evenly among employees. 




· Answers queries of calls and emails about general information related to the organization. 

· Creating a calendar and keeping track of the appointments scheduled

· Composing, typing, proofreading, and later distributing memorandums, spreadsheets, routine letters, and other materials for correspondence. 

· Open and closes facility; performs all security and safety tasks required to open and close the facility. 
Cashier/Waitress
 June 2007 – May 2013
Olympia Restaurant, Philadelphia, PA                                  

· Greet customers, take food orders, answer questions, and assist in menu development                                                                                          

· Compute and record totals of transactions                                        

· Accommodate customers and ensure their satisfaction

ACTIVITIES 
Pet First Aide Certified (2013 – Present)
Volunteer/Tutoring: Philadelphia Library (October 2009 – 2011)
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