HIGHLIGHTS

* GeoER SEte Perimeter
Dears List awamdee for 3
conser Wiive semesters.

= Kennesaw State Univermsity
Dean's LEtawardes for Fall
0 6 semester

= Kennesaw State Univesity
Presidenmt's LEt awamee for
Summer 20l 6 witha 4.0GPA

SKILLS

* Bids/RFPs

* Quick books

= Payrall

* Strategic Planning

= Pipeline Deals

= Strong Customer Service
* Bookkeeping

= Account Management
* I[nwoicing

= DataEntry

* Microsoft Office Suite
* Salesforoe

= Networking

* Inwentory Management
* WordPress

KRISTA REED

4 04- FEE TEIE KRISTA. REE D@ IWIE .CiOhA

EXPERIENCE

OFFFICE OOORDINATOR * BEST INSULATION = JUNE 201 8- PRESENT

Coordirated intemalinsultionopemtiors inluding aCcount maraging, creating,
inputting, = md submitting imoices, screening and penem@ting clientcalk, scheduling clie mt
rreetings, maintainirg customerand cliemt mitiors. Networed the co mpamy via social
redia pEtforrs amd attend ing variow networkirg events. Ge rerated amd utilced kads
fromsales calk ard implemented each clie nt's s pec ific needs intoan estimate.

SPROFESSOR * DELTA GLOBAL SERVICES * APRIL 2017- JUNE 2018

Troubleshot and resolved Interretconmec tivity ard penemlsoftwa e landware 55ues.
Identified product problems and strergtle and collected data on the c Etomerexperier e
thimo ug howt the process. Drafted wer stories, we cases, and functio rals pec fications to
sup port prod ut deve loprme nt. Provided ousto mer se reice to flight atte nd ants see king
technical belp with t heiron- board manuwl. Coondinated imentory, tra king, shipping, amd
device setup within Dela's In- Flight Sereices. Worked closely with IFS todevelop se
cases, ey e wtestcases, and tRck feature bugs.

PURCH ASING BAANAGER « ART [N HISTORY = JANUARY 2015 — JANUARY 2016
Oeanced and input data entry inte vendorapplicatiors. Peconded amd maimntined
€ urre it cont mots; receipt and completion of pun base onders; custome r data base
rrarage ment; pipelire deak; amd salks call assistance as needed.

RECEFTIONIST/HR COORDINATOR® BEST INSULATION = APRIL 2010 = JANUARY 2015

Mz raped Payroll, APYAR & nd Quic k Boo ks Marape ment. Peceved vEitors by greeting and
directirg approprately; dsseted Super Bor with offce needs. Received ard sorted daily
rrail, a ke rg wit hfiling of various documents ard serice reports. Assisted with
peformance marageme nt procedures. Sched uled rmeet ings, intersiews, HR eve mts, & md
rraintaired aperdas.

EDUCATION

ASSOCIATE OF SCIENCE - PSYCH OLOGY * CLASS OF 2015 » GEORGIA STATE PERIMETER
COLLEGE
Dean's List - Spring 2005 | Fall 2015 | Spring 2006 35 GPA

BACHELOR OF SCIENCE - SDOOLOGY = CLASS OF 2017 » KENNESAW STATE UNNERSITY
Presidents LEt - Summer 2016 | Dean's LEt - Fall 2016 35 GPA



