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EDUCATION
West Chester University				 			                                    West Chester, PA
Bachelor of the Arts in Professional Studies 	            				             Expected Graduation: May 2019
Major: Professional Studies                                                                                                                                  	          GPA: 3.5
Minors: Health Sciences 
Contemplative Studies 
Elementary Education 
Early Childhood Education 

Honors & Awards: 
Dean’s Scholarship											 2015 – Present
Academic Excellence											 2015 – Present

PROFESSIONAL EXPERIENCE

Alden Park Apartments 									            Philadelphia, PA
Administrative Assistant 						                                     June 2018 – August 2018
· Managed receptionist area, greeted visitors, and responded to telephone and in-person inquiry 
· Sorted daily incoming correspondence and dispersed mail to correct recipients throughout the office
· Sent professional emails to staff and residents on a daily basis
· Utilized Microsoft Excel to catalog residents' information
· Organized files, made copies, and handled incoming and outgoing correspondence
· Wrote and input detailed maintenance reports into the system daily
· Assisted clients in scheduling meetings including follow-up and reminder phone calls
· Facilitated clear communication between clients, employees, and management; directed 100+ calls daily
· Served as a central point of contact for all outside vendors needing to gain access to the building

Nordstrom Rack								                                 King of Prussia, PA
Client Relations & Sales						                       	          May 2017 – January 2018
· Identified, assessed and catered to client’s needs to achieve satisfaction and ensure a successful transaction
· Persuaded clients to open new company accounts and provided support on existing accounts
· Regularly processed company inventory return and exchange transactions
· Strategically managed thousands of dollars’ worth of merchandise to maximize sales and job-site efficiency
· Managed supply chain competitions - identifying vendors, proposal analysis, contract negotiation, contract execution, performance monitoring and invoicing
· Strategically analyzed company challenges and coordinated with management to produce resolutions
· Utilized company programs to collaborate with clients and surpass company metric requirements 

SKILLS
 Excel VBA; Customer Service; Sales; PowerPoint; Word; Quickbooks 
