Kelsey Bray

PROFESSIONAL EXPERIENCE

The Citizens Bank, Carolina Forest, SC — Bank
Teller

September 2022 — PRESENT

Regularly assist customers with deposits,
withdrawals, and the transferring of money from
one account to another. Communicate with staff to

better coordinate customer relations and satisfaction

via Microsoft Teams. Regularly balance register to
ensure monetary accuracy through the day and
maintain corporate standards. Complete
walkthrough of the bank when opening to ensure
that no individual has broken into the bank and that
all items are secured. Completed ATM deposits to
ensure that it was full and available for customers
withdrawals at their disposal throughout the week.
Ivy and Leo, Myrtle Beach, SC — Administrative
Assistant

January 2022 — September 2022

Regularly keep track of invoices and balance the
register to make sure that at close of business,
everything meets company standards. Assist with
ordering and tracking of inventory to ensure the
store is always stocked. Assist customers with any
billing errors or refunds to ensure quality standards
of Ivy and Leo. Regularly send reports to upper
management and ensure all shipments are sent off
in a prompt manner. Assist hiring manager with

screening new potential candidates to work at Ivy &

Leo

Under Armour, Tanger Outlets Myrtle Beach 501,
SC — Floor Sales Associate

June 2021 - January 2022

Assist customers with any inquiries on prices of
products and ensured an easy buyer experience.
Leverage company tools and technology to
confidently provide the customer with product
knowledge which assists with enhancing customer
engagement and maximizing sales.

Ulta Beauty, Myrtle Beach, SC— Beauty Adviser
November 2017 - June 2021

Regularly scheduled appointments for customers to
use Ulta’s salon and eyebrow bar. Frequently
performed bookkeeping activities and updated
Ulta’s point of sale (POS) system. Consistently
restocked inventory and ensured shipments arrived
on time for start of business.

24 Liberty Oak, Ln

Surfside Beach, SC 29575

(843) 655-1150
kbboldphotography @gmail.com

SKILLS

Microsoft Excel
Proficient in Microsoft Suite
Microsoft Teams
Microsoft OneDrive
Adobe Premiere
Adobe Photoshop
Time Management
e Problem-solving skills
*  Exceptional organizational skills
J Detail Oriented
e Marketing and advertising skills

. Screening Potential Candidates
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First National Bank — Bank Teller
March 2017 to November 2017

Data entry, accounts receivable, customer service.
Maintained friendly and professional customer
interactions.

Processed exchange and foreign currency. Collected
member loan payments. Advised clients on
mortgage, educational and personal loans. Executed
wire transfers, stop payments, and account
transfers. Executed customer transactions, including
deposits, withdrawals, money orders and checks.
Sold cashier’s checks, traveler’s checks and money
orders. Answer telephone inquiries on banking
products including checking, savings, loans and
lines of credit. Organized, stocked and maintained
the teller window area.

EDUCATION

Commonwealth Connections Academy of PA, 211
N 13th St, Philadelphia, PA 19107 — High
School Diploma

2014 -2016

References

Bennett Will- Assistant Store Manager Under
Armour

301-992-9222

James.will@underarmour.com

Daniel Dahan — Former Co-Worker at Planet
Fitness

ddahan189@gmail.com

443-717-4553

Jeanna Whitten — Assistant Manager at Ivy and Leo
443-690-0199
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Honor Roll - 2016

Honor Roll - 2014



