

Jade Moore
Atlanta, GA 30312 • (678) 956-4659 • jadeamoore02@gmail.com

Skills
· Languages: Basic understanding and comprehension of Spanish
· Software: Adobe(InDesign, Photoshop, Illustrator), MS Office(Excel Certified, Word, Powerpoint, Project), Google Drive, SIP Softphone
· Hardware: System Matience, Configuring Drivers and Components, POS Sytems
· Certification(s): Excel Certified

[bookmark: OLE_LINK5][bookmark: OLE_LINK6]Experience
Navex Global					                                           Lawrenceville, GA               
Communications Specialist						       February 2022 – June 2022
· Spoke with 50+ clients to produce daily status reports.
· Disseminated a vast majority of 75+ emails to clients and business partners.
· Developed presentations for staff, BP’s, and stakeholders.
· Increased sales by 20% by meeting with clients through mutual colsuntation and using targeted strategies.

Cheesecake Factory					                                  Lawrenceville, GA               
Hostess						                                    August 2021 – November 2021
· Ensured dining services ran without interruption by checking on tables and informing waitstaff of any issues.
· Answered 20+ phone calls per shift to answer customer queries and to boost customer satisfaction.
· Scheduled dining room reservations, arranged parties, special events, or special services for diners; received and recorded dining reservations.
· Presented menus, created personal dining experience, answered questions, and offer information on menu items, beverages, and specials.


Panera Bread  					                                Fairburn, GA and Marietta, GA                   
Panera Bread Associate							March 2019 –July 2021
· Trained 7 new hires to provide instruction on the professional workflow and ensure a smooth onboarding process.
· Maintained high standards of customer service during high-volume, fast-paced operations.
· Assisted management with taking inventory control and stock ordering.

Education
Colorado Technical University                                                                   Colorado Springs, CO
Business Management, AS                                                                   September 2021 – Present
· Pursuing an Associates of Science degree with a major of Business Management. 
· Relevant courses/skills include: Scrum, Agile Learning, Excel, MS Project


