SALLY M. CHASTAIN
1234 Savvy Street ▪ Atlanta, GA 30319 ▪ (404) 555-1212 ▪ email@email.com
PROFILE
· Experienced customer service rep with excellent interpersonal skills 
· Effective problem solving and organizational abilities
· Bilingual: Fluent in English and Spanish 
· Proficient in computerized office applications: Word, Excel, and PowerPoint 

EDUCATION
Parker High School – Atlanta, Georgia
Expected Graduation:  Spring 2008 

Current GPA – 3.75
Special Skills:  Data entry, light bookkeeping, proficient in MS Office applications,

                               general clerical and administrative duties
RELEVANT EXPERIENCE
Le Font Theatres – Atlanta, Georgia
9/06 - Present
Ticket Agent/Concessions Manager

· Sell tickets, greet moviegoers, oversee food service, open and close facility,

schedule employee shifts
State of Georgia Dept. of Transportation – Atlanta, Georgia
6/06 - 9/06
Summer Intern

· General administrative duties; wrote and edited 6 articles for 3 newsletters
· Supported 10 engineers with data entry of “hazardous location” forms
Blockbuster Video – Atlanta, Georgia
9/05 - 5/06
Sales Assistant

· Assisted customers with selection of movie, resolved disputes regarding availability

· Managed inventory of over 3000 titles in all categories; ordered titles as required and adjusted orders for “New Releases” as needed
HONORS & ACTIVITIES
· Vice President – National Honor Society

· Editor in Chief – School Newspaper
· Captain – Volleyball Team
· Most Valuable Player – 2006 Girls All-State Volleyball Team
