LAURA WALKER

807 Jackson Rd.  Silver Spring Maryland, 20904

301.300.0181 • lauracarolinewalker@gmail.com
SKILLS                  

Communication

Excellent writing, editorial and verbal communication skills

Articulate, with strong interpersonal skills and ability to work as part of a team

Helpful, friendly and professional with co-workers and the public

Organization

Strong time management and planning skills, with accuracy and attention to detail

Ability to prioritize workload and exercise independent judgment

Comfortable handling a variety of tasks simultaneously to achieve goals

Problem solving

Strong computer literacy skills, Ability to master new software quickly and perform online research

Adaptable to a fast paced environment and changing priorities

Strong analytical skills, Responsible, flexible and effective in unfamiliar situations

EDUCATION
Bachelor of Arts in International Languages and Cultures, German Concentration, May 2008
St Mary’s College of Maryland, St. Mary’s City, Maryland

Cumulative GPA 3.49

Dean’s List 2004-2007

St. Mary’s Scholar 2008

Presidential Scholarship recipient

Study Abroad

Ruprecht-Karls-Universität 

Heidelberg, Germany 2006-2007

Study Abroad Scholarship recipient 
WORK EXPERIENCE 

St. Mary’s Campus Store/Coffee Shop, St. Mary’s City, Maryland 

Sales Associate/Barista October 2005 – May 2008

· Maintained store organization 

· Managed daily store stocking responsibilities, and provided friendly customer relations 
· Trained and taught new employees proper job etiquette and responsibilities in a fast, efficient manner  

· Assigned daily tasks to coworkers to maintain an efficient level of service  

Old Navy, Lexington Park, Maryland 

Customer Service October – December 2005

· Assisted customers on sales floor, as well as in dressing room 

· Organized and maintained clothing displays  

· Performed cashier duties and responsibilities

· Dealt with diverse customers on a constant basis, promoting excellent communication and customer service skills

Johns Hopkins University, Baltimore, Maryland 

Cash Accounting Clerk  June – August 2003

· Prepared files for microfilming  

· Assisted with general office organization  

· Retrieved and processed checks 

· Protected the integrity of confidential and privileged information

TECHNICAL PROFICIENCY

	Platforms:

Applications:
	Windows Vista/XP/ME/2000, Mac OS 9/10,

Microsoft Office Suite (Word, Excel, PowerPoint, Outlook, Access)


