Caitlin Heffron
3153 Stamford Street
Philadelphia, PA 19136
267-784-2861
CHeffron914@verizon.net

Objective

To acquire a challenging customer service or other position with a solid company, where I can offer proven and developing skills. Future objective is to obtain a Master’s Degree. 

Summary	

Highly motivated to learn.
Excellent organizational skills with a strong ability to multitask.
Energetic and have a cheerful approach to customer service.
Proficient with the use of Microsoft Word, Excel and Outlook.

Education	 

Southeast PA Chapter						October-November 2013
American Red Cross						Nurse Assistant Training
								Certification: November 2013

Holy Family University						Graduated 2008 BA in Psychology
Philadelphia, PA

Little Flower Catholic High School			             Graduated June 2003
Philadelphia, PA						High School diploma


Work Experience        

2014-PRESENT Temple Health System
Nurse Technician 
Performed basic medical task while assisting in patient’s care. Monitoring health condition of patients. Skilled in basic nursing expertise, bedside manners, a caring personality, stamina, and teamwork. Efficient in EPIC system

2004-2013 Carrabin’s Italian Grill 
Host/Server/Bartender
Served customers and maintained high level of personal customer service standards.  Established relationships with regular customers.  Addressed customer complaints by actively listening and bringing resolution to their concerns. 

2001-2003 David Segal Esq. 
Office responsibilities including but not limited to filing, answering phones, scheduling appointments and data entry. 

References are available on request.

