
Vanessa Burnham

1750 Shiloh Rd. Apt. #420 Kennesaw, GA

Cell: 678-633-0239

Email: vburnha1@gmail.com or vburnha1@students.kennesaw.edu

Objective: Seeking a position for seasonal employment in a company that will both be benefitted by and complement my vocational experience. 

Professional Highlights
· Energized, task oriented, quick learner with ambition to be successful 
· Proficient in providing excellent customer service in any atmosphere
· Trained in management and leadership both vocationally and by a leadership course at Kennesaw State University in 2012
Qualifications
· Excellent oral & written communication skills
· Sound knowledge of office and phone etiquette
· Strong interpersonal and customer service skills
· Computer proficiency in MAC, MS office software packages, and Windows operating systems
· Adept at handling several tasks and time management
Experience
Toni&Guy Hairdressing Atlanta, April 2011 - Present 

Receptionist / Salon Coordinator / Make-up Director I

· Responsible for booking appointments and providing outstanding customer service
· Responsible for all monetary transactions 
· Answering emails, preparing and editing documents for company business
· Maintaining a clientele for make-up lessons as well as working with the Atlanta Toni&Guy Art team on photo shoots and events 
Managerial duties include:

· Handling customer service issues 
· Reconciling daily monetary transactions 
· Budgeting weekly retail and chemical orders 
· Organizing payroll and new hire packets
· Orientation and training of new employees
· Opening and closing salon as a key holder 
· Preparing company presentations for corporate meetings
Papaya Clothing Co.  Town Center Mall, Kennesaw 2009-2011

Sales Associate

· Customer service
· Maintaining the look of the store
· Inventory control 
Victoria’s Secret 
Town Center Mall, Kennesaw 2011

Sales Associate

· Responsible for meeting sales goals 
· Customer service on the sales floor and in the fitting room
· Commission-like work atmosphere
Side-Employment Experience:

Child Care/ Nanny (ages 2-14)

Pet care 

Education
Kennesaw State University 2009-Present

Anthropology Major - Music Minor

