	Maci Miller

	macimiller365@gmail.com
Katy, TX  77450
 346-334-9553 


	SUMMARY
SKILLS


	To obtain a challenging position that provides an opportunity for career growth and advancement.
▪   Communication Skills                                                                                                                                                                                                                                                                

▪   Problem Solving/Critical Thinking

▪   Time Management 
▪   Product Ordering

▪   Customer Consulting                                                                                                                                                                                                                                                                

▪   Product Presentations

	EXPERIENCE
	INDEPENDENT BEAUTY CONSULTANT – 8/2020 to Present
Mary Kay – Houston, TX
▪   Offered complementary makeup consultations to individuals to promote key product lines.                                                                                                                                                                                                                                                           

▪   Maintain inventory of products, maintain education on products, and promote products.

▪   Finalized purchases and processed payments. 
▪   Consult with clients regarding their product needs.
▪   Responsible for purchasing products directly through Mary Kay and processing payments.                                                                                                                                                                                                                          

FOOD RUNNER – 08/2021 to 01/2022 (Part-Time)
TopGolf – Houston, TX
▪   Double-checked meals placed in window against customer tickets for accuracy.                                                                                                                                                                                                                                                                

▪   Maintained high standards of customer service during high-volume work shifts and fast paced

    operations.

▪   Offered insight into menu items to answer customer questions. 
▪   Maintained clean and orderly appearance throughout kitchen and dining area.
▪   Helped servers by delivering and refilling beverages, pre-bussing tables, and resolving guest 

    requests.

▪   Greeted and acknowledged guests to foster warm and welcoming environment.                                                                                                         

ADMINISTRATIVE ASSISTANT – 07/2020 to 07/2021 (Part-Time)
TaxBrainiaX – Houston, TX
▪   Answer phone calls and direct calls to appropriate parties or take messages.
▪   Perform general office duties, such as ordering supplies, maintaining records management
    database systems and performing basic bookkeeping work.
▪   File and retrieve corporate documents, records, and reports.
▪   Open, sort, and distribute incoming correspondence, including faxes and emails.
 

	
	

	EDUCATION
 AND 
TRAINING
	University of Houston – Houston, TX
Bachelor of Science Degree

Business Administration and Management, Expected in 05/2026
Cinco Ranch High School – Katy, TX
Diploma, 05/2022
· Honor Roll
· National Honor’s Society Member

· 3.8 GPA

	CERTIFICATIONS


	▪   Texas State Floral Association Knowledge-Based Certification – May 2020

▪   American Heart Association First Aid CPR AED Certification – October 2019



