RESUME

Sheila Smith

E-MAIL: 
OBJECTIVE:          
To use my skills in selling, book and author knowledge, and contacts within the community to increase sales for xxx Book Store.
EXPERIENCE:

April 2003 – Present     xxx Books
HEAD CASHIER / LEAD IN GIFT DEPARTMENT
· Work closely with management to establish goals and objectives both corporately and at the store level

· Fill in as interim manager when and where required

· Work in my position as Head Cashier to train cashiers as well as be responsible for the stores cash counts, daily cash reports, and bank deposits

· Responsibility for the merchandising, display, and ordering of the gift and music areas within the store

September 2002 – April 2003     xxx Books
BOOKSELLER

· Assist customers with selections and locations of books within the store

· Assist customers with locating and ordering items that may not be in the stores current inventory

· Use my bi-lingual skills (Spanish) as required to better communicate with customers                                                    

ACCOMPLISHMENTS:

· Contacted the corporate music department buyer and worked out a weekly buying system for better stocking of music selections.  This has resulted in our store having the best music sales (percentage of total store sales) in the region

· Developed a cashier training ‘check list’ to train all cashiers which has ensured that all cashiers are trained from the ‘same page’ thereby resulting in a uniform training program for cashiers

· Developed a supply ‘check list’ to help ensure that cashier supplies are maintained with an adequate inventory

April 1985 – September 2002     SunTrust Bank

FINANCIAL SERVICES REPRSENTATIVE

· Open new Accounts, guiding clients to bank services that best suit their needs

· Process loan applications and follow the applications through to completion 

· Operate teller window as required
ACOMPLISHMENTS:

· Acting Branch Manager for nine months at the East Ridge, TN branch

· East Ridge, TN branch was awarded the ‘Branch of The Year’ award during that time based on increase in sales

EDUCATION:

· University of Tennessee / B.A. Spanish
· Various continuing education programs taken from time to time
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INTERESTS & ACTIVITIES:

· Avid reader and student of authors and literature

· Volunteer at the Hunter Museum of American Art gift shop for 10 years

· Volunteer with The Chattanooga Symphony for 5 years

· Supporter of The Allied Arts and Education Council

· Volunteer with the annual Multicultural Festival

· Volunteer teacher with The Hamilton County Baptist Association teaching ‘English As A Second Language’ program for 4 years

· Adjunct Professor of Customer Relations at Chattanooga State Community College for banking

· A member of The Board of Directors for the xxxxxxx Public Library

· President of Friends of The Library in xxxxxxxxx
REFERENCES:

· AVAILIBLE UPON REQUEST

