Kelly A. Mitchell
Tuf88987@Temple.edu
1405 Greeby Street  |  Philadelphia  |  PA  |  19111  |  tel:  215.678.0552
EDUCATION:
TEMPLE UNIVERSITY, Fox School of Business, Philadelphia, PA

Bachelor of Business Administration, Estimated Graduation: May 2019
Major: Human Resource Management
GPA:  2.85 
MIRA COSTA COMMUNITY COLLEGE, Oceanside, CA

Associate in Arts, Graduation: December 2015
Major: Liberal Arts: Emphasis in Social & Behavioral Sciences
GPA:  3.25 
EXPERIENCE:

MARINE CORPS COMMUNITY SERVICES, Camp Pendleton, Ca
December 2012 – January 2016
Operations Supervisor, Retail
· Supervised 5 employees, serving as a liaison between manager and cashiers
· Established and maintained good rapport with vendors while ordering, receiving, returning and transferring merchandise, continuously providing exceptional customer service to company patrons 
· Administered employee payroll utilizing the PeopleSoft system 
· Enforced all Standard Operating Procedures, Safety & OSHA Regulations, & EOE Hiring Procedures 
· Recruited and trained new personnel, continuously conducting scheduling, and mentoring for current employees
24 HOUR FITNESS, Oceanside, Ca 
December 2011 – December 2012
II Certified Personal Trainer, Fitness
· Instructed one-on-one training sessions for clients
· Collaborated in team environments, to formulate integrative group fitness sessions for clients
· Customized individual fitness regimens and diet plans specifically tailored to meet client needs

· Systemized personal calendars to ensure prioritization of client appointments, sessions and follow-ups, exercising time management  

· Demonstrated strict patience with all clients while offering utmost customer service
US MARINE CORPS, Camp Pendleton, Ca
June 2010 - December 2011
Base Ammunition Chief, Supply 
· Managed the ammunition account for Camp Pendleton's base units through TAMIS electronic website 
· Reviewed 6 Base Unit’s ammunition accounts daily
· Executed all approvals/denials for ammunition requests, accompanying denials with written explanations 
· Liaised between the Ammunition Supply Point and all Unit Technicians within the Battalion 
· Inspected and inventoried ammunition holding points 
US MARINE CORPS, Okinawa, Japan
June 2008 - December 2010
Logistics/ Safety/ Hazmat Non-Commissioned Officer, Logistics  
· Created, led and oversaw the Safety/HAZMAT program for Ammunition Company
· Updated publications and created new forms to keep the company current  

· Directed company wide, group vehicle inspections, as well as transcribed accident reports 
· Conducted maintenance and inventory of all PPE for the company, verifying the integrity of the equipment to ensure employee safety in the workplace

· Implemented new categorical filing system to organize all documents/files required of keeping for a specific time period 
SKILLS:
· PeopleSoft for Payroll

· Completed Business Communication course, which focused on the principles of effective written, oral, and electronic communication. It emphasizes solving problems and eliciting positive response through carefully organized and designed memos, letters, reports, and presentations – May 2015
· Completed Microsoft Excel for Business course – May 2016
· Proficient in Microsoft Word & Outlook
· BOT 100 & 102 - Final KSPH 8992.4- Ten Key Mastery Certificate - April 2016
ACTIVITIES & AWARDS:

· Two Time Recipient of the Naval Achievement Medal, for duties performed on the job as a Corporal of the US Armed Forces, 2010/2011
 
· Accepted into the National Society of Collegiate Scholars 
· Competed in NPC So Cal BB Competition- Figure Division- 9th Place- 2012
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