	Skye Li Crofoot


Address:
499 Waring Way, Gahanna, Ohio 43230

Telephone:
740.274.0422 

Email:
skyelicrofoot@gmail.com
	Profile:
	I am a highly motivated individual with experience in office administration, organizational management, and customer service. I am looking for an opportunity to prove my worth and advance my career as far as possible. I consider myself to be an effective team player and take pride in providing exemplary customer service.  I believe given a chance I would become an asset to any company.


	Employment:
	Extended Stay America
	Columbus, Ohio
	09/2010 – Present

	
	Hotel offering long term and short term housing.

	
	Position:
	Guest Services Representative

	
	Duties:
 
	· Responsible for checking guests into and out of hotel in a timely and courteous manner, as well as completing other documentary requirements during assigned shift

· Provide information about hotel services and facilities to guests

· Assist and handle guest complaints or problems

· Maintain hotel cleanliness and neatness on a daily basis

	
	

	
	Kathleen Clyde
	Columbus, Ohio
	03/2011 – Present

	
	Democrat for State Representative, 68th Ohio House District

	
	Position:
	Intern 

	
	Duties:
 
	· Provide administrative support, i.e. answering telephones, data entry, schedule events, responding to constituent requests and letters, etc. 

· Work 4-8 hours per week

	
	

	
	GAITIM International Language Services
	10/2010

	
	Organization specializing in document translation services.

	
	Position:
	Freelance Translator

	
	Duties:
 
	· Translated French document of over 4,000 words into English within two days of receipt and returned two days prior to the due date 

	
	

	
	Muskingum University
	New Concord, Ohio
	09/2009 – 05/2010

	
	Winn Café

	
	University’s on campus dining hall. 

	
	Position:
	Food Service Worker

	
	Duties:
 
	· Primary responsibilities included cashiering, dishwashing, cooking, and delivery
· Other routine support such as cleaning, training, etc. 

	
	

	
	Morehead Language Lab
	
	09/2006 – 05/2008

	
	University’s classroom labs providing student access to materials for the study of languages and cultures. 

	
	Position:
	Lab Administrator

	
	Duties:
 
	· Primary responsibilities included monitoring students and equipment

· Other routine support such as cleaning, answering questions, etc. 

	
	

	
	My Favorite Muffin 
	Out of Business
	06/2006 – 08/2006

	
	Bakery Cafe offering a variety of gourmet muffins, bagels, sandwiches, specialty coffee and drinks. 

	
	Position:
	Food Service Worker

	
	Duties:
 
	· Primary responsibilities included processing customer orders, and cashiering

· Other routine support such as greeting customers, cleaning, training, etc.


	Education:
	Capital University Law School
	Columbus, Ohio
	

	
	Post-graduate Paralegal Studies

Anticipated graduation:  August 2011

	
	

	
	Muskingum University
	New Concord, Ohio
	

	
	Bachelors of Arts-Magna Cum Laude

Majors: French and International Affairs

Minor: Political Science

	
	

	
	L’Université du Sud Toulon-Var
	Toulon, France
	

	
	Semester Study Abroad Program

Core Studies: French and French in Translation


	Skills:

	· Bilingual: Fluent in English and French

· Strong verbal and written communication skills in both English and French

· High organized

· MS Office: Word, Excel, PowerPoint

· Typing (75-80 wpm) 

· Ten Key/Data Entry


	Awards and Achievements:
	· Modern Language Departmental Award for Service 2010

· French Club
· President: 2009 – 2010

· Treasurer: Fall 2007 – 2008
· Alpha Sigma Alpha

· Webmaster: Fall 2008 – Fall 2009

· Fundraising Chair: Spring 2006 – Spring 2008

· Standards Board Member: Spring 2006 – Spring 2008

· Chapter Zeta Omicron: Initiated Spring 2007

· Phi Sigma Iota
· President 2009-2010

· Chapter Phi Nu: Initiated Spring 2008

· Greek Council, Vice President: 2009 – 2010 

· Relay for Life, Volunteer: 2005 – Present

· Special Olympics, Volunteer 2005 – Present 


	References:
	· Carly Walker
· Supervisor, Extended Stay America

· Telephone: 

· Kathy L. Dill-Antle

· Personal Reference
· Telephone: 614.670.2984
·  Additional references available upon request


