LESLIE LITTLE

Elle.little@icloud.com	937.287.6844

Troy, Ohio 45373


PROFESSIONAL SUMMARY
Hardworking, highly motivated professional eager to lend combined knowledge and skills to enhance business performance. Operates well in both individual and team capacities, leveraging seasoned work ethic to quickly adapt to different processes and drive company objectives.
Resourceful and results-driven with a passion for growth and efficiency to meet company needs and increase service value.






EXPERIENCE
SVG Chevrolet - Service Writer
04/2023 - 06/2024
· Assisted customers by writing up repairs.
· Created newspaper advertisement and coupon flyers
· Answered phone calls from potential customers to schedule appointments for services or parts sales.
· Reviewed work orders for completeness and accuracy prior to customer billing.
· Created repair orders based on customer needs and concerns, dispatching orders to proper technicians.
· Ensured that all paperwork related to vehicle maintenance was completed accurately and efficiently.
· Prepared cost estimates for requested services based on labor hours required and parts needed.
· Demonstrated ability to effectively communicate with customers and colleagues in a professional manner.
· Exhibited proficiency in using computer systems for data entry and retrieval purposes.

EDUCATION
Full Sail University
06/2024
Bachelor of Fine Arts: Creative Writing
Full Sail University
Expected graduation 09/2025
Master of Science: Entertainment Business Candidate

SKILLS
· Customer service expertise
· Effective writing
· Strong organization
· Editing and proofreading
· Research proficiency

Elizabeth Diamond Company - Manager
05/2019 - 10/2020
· 
Writing style versatility
· Strong research skills
· Copywriting

· Closed 100k+ in sales in first few months of employment.
· Planned special in store events
· Coordinated and hired all vendors
· Set goals and expectations for staff
· Created flyers and coupons for special sales and events.
· Managed community outreach and B2B collaborations.
· Mentored and trained new employees on company policies and procedures.
· 
Team leadership
· Relationship building
· Excellent communication



· Provided support for customers by addressing complaints quickly and efficiently, displaying exceptional customer service skills.
· Managed daily operations including scheduling and budgeting, exhibiting excellent multitasking capabilities.
· Orientated and trained employees, encouraging confidence and helping individuals adapt faster to job roles.
· Monitored team productivity and performance to support goals.
· Assigned, prioritized, and delegated tasks and responsibility to departmental employees.
Kay Jewelers - Assistant Manager
08/2014 - 05/2019
· Developed and implemented office policies and procedures to improve office efficiency and reduce costs
· Maintained sales standards with proven sales volume.
· Trained new employees in product knowledge, customer service protocols, cash handling procedures, and safety regulations.
· Resolved customer complaints quickly and effectively while maintaining a high level of professionalism.
· Helped oversee the daily operations of the store, managing staff and inventory.
· Managed daily operations of the store, including scheduling staff, assigning tasks, and overseeing inventory control processes.
· Assisted with new employee training and conducted performance reviews to track overall progress.
· Oversaw daily financial transactions and managed cash flow to support profitability.
· Interviewed potential job candidates and made hiring recommendations to general manager.
· Monitored sales performance to identify potential areas for improvement.
· Developed and implemented effective customer service strategies to reduce wait times and improve customer satisfaction.
· Implemented innovative strategies for increasing efficiency in daily operations.
· Organized weekly team meetings to discuss progress on projects, review new policies, and motivate employees to reach their goals.

WEBSITE, PORTFOLIO AND PROFILES
https://ellelittle.wixsite.com/leslie-little

LEADERSHIP


I have demonstrated strong leadership skills through managing a team of strong sales associates and supervising daily sales operations. I have experience in providing guidance and support to sales associates, setting sales performance expectations and providing feedback and assistance to help build moral and addressing issues as they arise.
image1.png
)
0




image2.png




image3.png




image4.png




