Katelyn Morano
8019 Ferndale Street, Philadelphia, PA 19111 • Cell: (215) 840-2460 • kmorano@holyfamily.edu

Professional Summary

Practiced administrative office assistant with eight months of hands on training and involvement in a fast paced office setting. Experienced retail professional with six-year history of training and leading teams of cashiers in high-volume environments. Detail-oriented and organized with excellent time management ability. 

Skills

• Customer Service				• Fast Learner
• Communication				• Ability to Work Under Pressure

Work History

Administrative Office Assistant, 05/2018 to 01/2019
Comfort Control Corporation – Huntingdon Valley, PA
• Answered customer telephone calls promptly and appropriately.
• Scheduled day to day service calls for each technician.
• Dispatched calls to technicians throughout the day.
• Notified customers of the technician’s arrival.
[bookmark: _GoBack]• Submitted all warranty claims for the company in a timely fashion.
• Filed all customer and supply house invoices in an organized manner.
• Sorted through and organized incoming mail and e-mails.
• Placed orders for equipment, parts, and office supplies.
• Registered all equipment from new installations and entered information into the database.

Head Cashier, 05/2017 to 12/2017
Gary’s Market IGA – Philadelphia, PA
• Operated a cash register for cash, check, credit card, and EBT transactions with 100% accuracy.
• Performed store opening, closing, and shift change actions.
• Oversaw team of one to five cashiers.
• Resolved customer, register, and computer issues in a timely manner.
• Answered customer telephone calls promptly and appropriately.
• Scheduled employees according to projected customer levels.

Head Cashier, 12/2011 to 05/2017
Bakery Clerk, 07/2013 to 09/2014
Holiday Market – Philadelphia, PA
• Operated a cash register for cash, check, credit card, and EBT transactions with 100% accuracy.
• Performed store closing and shift change actions.
• Oversaw team of one to five cashiers.
• Resolved customer, register, and computer issues in a timely manner.
• Answered customer telephone calls promptly and appropriately.
• Checked and cashed lottery tickets, sold money orders, and sent out money gram.
• Priced merchandise, put out new stock, rotated existing products, and took inventory of back stocked goods.

Education

Middle Level Education: English and Math, 2015
Holy Family University – Philadelphia, PA

Associate of Arts: Middle Level Education: English and Math, 2012
Manor College – Jenkintown, PA
