Kera Marie Astin
429 Plaza Drive, Monroe GA 30655   (470) 223-8855   keraastin@rocketmail.com 
Objective:
Inquiring the opportunity to gain experience in leadership roles while encouraging my peers to build a community atmosphere amongst our selected building. Be a resource for my fellow peers, to provide a point of contact for emergency situations or needed information for other students and my neighbors. 
Qualities & Skills:
· Word, Excel, Power Point & Microsoft Office
· Social Media Development
· Outlook
· Recording & Filing Maintenance Reports
· Maintenance Work – Turning off toilets, handling lock outs, changing locks, changing lightbulbs etc.
· Handling Financial Transactions
· Fast Learner
· Remain Calm in Scary/Unexpected Situations
Professional Experiences:
Cashier		Freshway Market		February 2015 – September 2016
This is a grocery store in Social Circle, GA. I was in charge of handling financial transactions (SNAP, WIC, Checks, Etc.), recording invoices from shipment trucks, accounting for all transactions done throughout the day, and counting/balancing tills.
Scooper		Bruster’s Icecream Parlor	April 2016 – August 2016
This was an icecream parlor in Monroe, GA where I was in charge of making the icecream, serving it, taking payments, and making cones each morning.
Intern			South Walton Villas		July 2013 – December 2016
This is a 30 year old 24 unit 515 RD-USDA funded apartment community. I was creating, documenting, and recording data through Word and Excel, filing paperwork, recording maintenance complaints, writing receipts upon receiving payments, and helping maintenance do things like turn off toilets, painting, handling lock outs, etc. 
Intern			Ashton Pointe Apartments	May 2012 – December 2016
This is a 56 unit Tax Credit Property where I performed similar duties that were performed at South Walton Villas. 
C.S. Rep		Publix Supermarket		September 2016 – July 2017
This is a grocery store in local Lawrenceville, GA. I am involved in loaning out money to tills, counting the safe, verifying totals, financial transactions, handling Western Unions, selling lottery, passing various beverage checks, assigning registers and jobs to cashiers, and front end coordinating.
Cashier		John’s Supermarket		July 2017 – Present
This is a grocery store in Monroe, GA. I am responsible for handling financial transactions; like store charges, wics, cash transactions, debit and credit transactions. I cash checks of almost any amount when approved by the store owner, I answer the phone, sell lottery as well as grocery items, and handle stock when truck shipments come in.
Education:
High School Diploma		Social Circle High School		May 2016
31 Dual Enrollment Credits	Georgia Perimeter College		July 2016
References:
Brandy Stephens/Ashton Pointe/South Walton		(678)873-9539
Reneshia Gunn/Freshway Market				(678)490-4433
Steve Trantham/Academic Advisor/SCHS		steve.trantham@socialcirclecityschools.org 
Ty Benton/Freshway Market 					(404)641-1452
[bookmark: _GoBack]Angel Hunt/Freshway						(678)994-9830
