
•  Managed sales  associates  and delegated tasks
•  Con�rmed and c losed payrol l
•  Trained new employees  on the pol ic ies ,  culture ,  register  and v isual  standards
•  Counted registers ,  recorded pro�ts  and deposited into safe
•  Responsible  for  reconci l ing compl icated customer  issues
•  Calculated and recorded hour ly  sa les  goals
•  Enforced loss  prevent ion pol ic ies

O c t o b e r  2 0 1 5  -  J a n u a r y  2 0 1 6

H O L I D A Y  S A L E S  L E A D  @  A N N  T A Y L O R  L O F T

•  Answered and directed cal ls ,  made photocopies ,  scanned documents
•  Sent  emai ls ,  faxes ,  letters  and bi l l s
•  Used Microsoft  Word and Excel  on a  dai ly  bas is  for  mai l ,  ro lodex,  schedul ing,  data  entry ,  etc .
•  Scheduled interv iews with the school  chair ,  faculty  meet ings  and students ’  music  lessons  
•  Greeted guests  and immediately  ass isted them
•  Con�rmed payrol l  hours
•  Ordered o�ce suppl ies ,  music  books  and took inventory
•  Fi led employee information,  student  information,  sheet  music  and music  books
•  Administered paperwork to  students  for  rec i ta ls ,  exams,  etc .

S e p t e m b e r  2 0 0 7  -  A u g u s t  2 0 1 1

201-668-0885

201-600-1795

973-428-0405

R E C E P T I O N I S T  @  C A L D E R O N E  S C H O O L  O F  M U S I C

•  Provided except ional  customer  serv ice  
•  Answered phones ,  p laced onl ine and phone orders  for  customers
•  Resolved customer  issues
•  Took and organized  inventory  
•  Maintained high v isual  standards  of  store
•  Helped implement  seasonal  v isual  merchandis ing direct ives  
•  Opened and organized shipment

J u n e  2 0 1 4  -  O c t o b e r  2 0 1 5 ;  J a n u a r y  2 0 1 6  -  M a r c h  2 0 1 6

S A L E S  A S S O C I A T E  @  A N N  T A Y L O R  L O F T

K I M  R U S S O ,  S T O R E  M A N A G E R  @  A N N  T A Y L O R  L O F T

T R A C Y  M A Y E R ,  C O - S T O R E  M A N A G E R  @  A N N  T A Y L O R  L O F T

K A T H L E E N  C A L D E R O N E  @  C A L D E R O N E  S C H O O L  O F  M U S I C

R E L E V A N T  W O R K  E X P E R I E N C E

R E F E R E N C E S

S e p t e m b e r  2 0 0 7  -  J u n e  2 0 1 1

H I G H  S C H O O L  D I P L O M A  @  R I D G E F I E L D  P A R K  J R  S R  H I G H  S C H O O L

•  Majored in  Art
•  Graduated Magna Cum Laude
•  3 .8  GPA

S e p t e m b e r  2 0 1 1  -  M a y  2 0 1 6

B A C H O L A R  O F  A R T  @  N E W  J E R S E Y  C I T Y  U N I V E R S I T Y

•  Al igning Employee Performance with Organizat ional  Goals
•  Counter ing Bias  in  the Workplace
•  Foster ing a  Coaching Culture
•  Interpersonal  Communicat ion Ski l l s
•  E�ect ive  Hir ing and Interv iewing
•  Address ing Workplace Behavior  I ssues

N o v e m b e r  2 0 1 6  -  F e b r u a r y  2 0 1 7  

C E R T I F I C A T E  I N  H R  E S S E N T I A L S  @  C O R N E L L  U N I V E R S I T Y / E C O R N E L L

E D U C A T I O N

C U S T O M E R  S E R V I C E
S C H E D U L I N G

P R O C E S S I N G  P A Y M E N T S
P R O C E S S I N G  P A P E R W O R K

E M A I L I N G
F I L I N G

W O R D
E X C E L

P O W E R P O I N T
O U T L O O K

S K I L L S

g f d g d f s h d s @ g m a i l . c o m

g f d g f s d g d ,  N J

6 5 4 6 5 4 6 4 5

C O N T A C T

8 y r s  C u s t o m e r  S e r v i c e  E x p e r i e n c e
4 y r s  A d m i n i s t r a t i v e  E x p e r i e n c e

H i g h l y  a n a l y t i c a l  a n d  a t t e n t i v e  
t o  d e t a i l  w i t h  s t r o n g  a b i l i t y  t o  
o r g a n i z e  a n d  d e s i g n  p r o c e s s e s  f o r  
i m p r o v e m e n t  i n  e � c i e n c y  w h i l e  
e � e c t i v e l y  a s s i s t i n g  o t h e r s .  S e e k i n g  
a  H u m a n  R e s o u r c e s  A s s i s t a n t  r o l e  
t h a t  w i l l  u t i l i z e  m y  b a c k g r o u n d  a n d  
t r a n s f e r a b l e  s k i l l  s e t s .

P R O F I L E

H u m a n  R e s o u r c e s  A s s i s t a n t

Laura 
Wildwith


