
APRIL FOSTER
 
1059 S Manhattan Pl Los Angeles, CA
(757) 268-4553
afstr6@gmail.com
 
 
OBJECTIVE: Seeking a position that entails multi-tasking, a challenging work environment, and working in the customer service industry
 
EDUCATION
 
George Mason University, Fairfax, VA
B.A. Communication, Concentration in Public Relations, Graduated in January 2009
Dean’s List, Summer 2008
Studied Abroad in Egypt, Winter 2007
  
PROFESSIONAL EXPERIENCE
 
Barnes N’ Noble, Hampton, VA 
Bookseller				       				2014

· Provided exceptional customer service to customer
· Informed customers of Member program and increased number of new memberships or helped past members to renew
· Performed sales orders by having products shipped to the store or customers home
· Maintained presentation and organization of products on sales floor
· Conducted returns and exchanges
· Performed cashier duties with accuracy by complying with the company standards

LeadingAge, Washington, DC 
Registration Services Manager					       2013-2014

· Prepared, maintained, and distributed weekly registration reports to staff 
· Maintained and updated member database records
· Managed and supervised all aspects of registration for multiple events (i.e. tracked donations, expenses, event income, etc.)
· Handled various event logistics for special events such as galas, technical education programs, etc.
· Handled a high volume of customer service calls for registration and payment issues and responded in a timely manner
· Supervised staff onsite at events while handling a large workload
· Managed the reconciliation of revenue post meetings 
· Managed multiple staff departments (Hotels, Call Center, Registration, Marketing, IT, Client Support, Accounting, Multiple vendors)  to perform a variety of tasks for multiple events
· Performed extensive customer service to attendees, members, speakers, staff, and vendors for events 





Martin & Osa, Fairfax, VA
Sales Associate                                                                       2010
 
●        Processed transactions via company register
●        Tracked weekly/monthly sales for revenue reports
●        Assisted customers on the floor and prepared dressing rooms
●        Stocked and organized inventory in the stockroom and store floor
●        Cleaned the floors and storage units
●        Opened and closed the store weekly

 
Bebe, Arlington, VA
Sales Associate                                                                                     2007
 
         Maintained and stocked inventory
●        Tracked daily/weekly/monthly sales for company sales reports
●        Served as cashier and attended to customers
●        Prepared fitting rooms and observed store for potential thefts
●        Counted cash transactions daily to balance drawers 
●        Assisted customers on store floor and helped them assemble clothing for purchase
●   

SKILLS

●     Proficient with Google docs, Microsoft Office Suite (Excel, Publisher, PowerPoint, Outlook, Word) – EventPro, SchedulerPlus, Computer Management System, Association Management System, & Wordpress
●     Partially fluent in speaking and writing Spanish 
●     Type 50 wpm

ACTIVITIES
 
●    Coordinated a large scale press conference for President Barack Obama and high level government officials
●    Director of Premiere Communication (PRSSA), 2008-2009
●    Member, Public Relations Student Society of America (PRSSA), 2007-2009
●    Account Executive, Mason Alert Public Relations Campaign, Fall 2008-Spring 2009
[bookmark: _GoBack]●    Community Volunteer, the Lamb Center (Homeless shelter), 2008-2014
 
 
  




