Rebecca S. Carlson




60 Dubbers Dr.



881 Narrows Run Rd




Etters, Pa 17319



Moon Twp, Pa 15108




Home (717) 938-4782


Cell (717) 512-5985

Email Address – rscst1@mail.rmu.edu
EDUCATION 

Robert Morris University, Moon Twp, Pa.

B.S. in Business Administration, Expected May 2003
Concentration in Human Resource Management and Business Management          
· Cumulative GPA 3.4

· Robert Morris Signature Leadership Award Recipient

· Who’s Who Among American Universities and Colleges 

· Society for Human Resource Management

· Dean’s List (8 semesters)

· Member of National Society of Collegiate Scholars

· Vice President of Delta Zeta Sorority

· Pan Hellenic Council President

· Member of Alpha Phi Omega National Service Fraternity

INTERNSHIP

Ahold Financial Services, Carlisle, Pa.






       

 Summers and Christmas breaks 2000-2002

Customer Solution Center Intern




     
· Interacted with vendors by making and receiving phone calls

· Solved and completed 70 problem cases from vendors per week

· Authorized 40 payments and credits per week

· Processed 300 invoices per week

· Compiled department productivity hours

· Special projects as assigned

EXPERIENCE

Cracker Barrel, Robinson Twp, Pa.



           

August 2001 - April 2002

Waitress








      
· Provided good customer service to satisfy customer needs

· Prepared and served food in a timely and efficient manner

· Handled 15 customer complaints per week

Finish Line, Camp Hill, Pa.




       

 May 1998- December 2000

Sales Associate







                     
· Responsible for training 10 new employees

· Interacted with and provided excellent service to customers

· Responsible for ringing sales through computer and handling incoming phone calls  

· Reviewed shipment lists for accuracy and organized incoming stock in an efficient manner
RELATED SKILLS

· Successfully completed the communication skills program at Robert Morris University

· Windows 95 and 98 proficient
· Microsoft Office 2000 (Word, Excel, Access, Power Point)
· Courses in Compensation, Human Resource Management, Human Resource Seminar, Supervisory Skills, Labor Relations
