	Caitlin Cooke 


9809 Audelia Rd., Apt. 2019 |Dallas, TX 75238| 325-725-6862 |sweetenercait@gmail.com
Objective
To obtain a hostess position to provide a welcoming atmosphere for all guests, support front of house operations and deliver excellent customer service using my strong communication and organizational skills.
Education
Bachelor’s degree – December 2024 - Hardin-Simmons University
B.B.S. in Business Administration obtained from HSU, graduated on December 16, 2024
High School Diploma obtained from Abilene High School in 2020
Experience
Banfield Pet Hospital | Client Coordinator/receptionist | May 2025 – present
Greet Clients and their pets, manage appointment scheduling, handle multi-line phone systems, process payments, maintain accurate patient records and support veterinary staff by facilitating smooth daily operations in a fast-paced, client-focused environment.
Marketing Account Manager | Dallas Texas Consultants | March 2025 – May 2025
Provide consulting and marketing assistance to Fortune 500 Companies, I help with getting companies names out to the public and sell their products.
Adoption Specialist | All-Kind Animal Initiative | August 2023 – March 2025
Greet visitors, assist with animal adoptions and ensure pet profiles and vet records for the animals are accurately updated. Create content for social media to promote adoptable pets and raise community awareness. 
Teacher | Day nursery of abilene | March 2022 – August 2023
Perform childcare duties such as feeding, changing, lesson planning/teaching toddlers and school aged children. Communicated with parents using software and in person meetings.
Skills & Abilities
COMMUNICATION
I have excellent communication and customer service skills in person and via telephone, email, etc. 
Technical Skills
I am proficient with Microsoft Office programs and can use all forms of social media for content creation.

References
Madalyn Green / Marketing Specialist / 325-201-6727
Kaylee Phillips / Rescue Coordinator / 325-271-9338
Jared Reynolds / Assistant Dean of Business School (HSU) / 325-665-0844
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