Brooke Hite
Colorado Springs, CO     •     (779) 703-0929     •      brookehite@gmail.com     •     www.linkedin.com/in/brookehite
EDUCATION
(Aurora University, Aurora IL)
Bachelor of Arts in Business Administration 
Bachelor of Arts in Communication (Specializing in Public Relations)
Anticipated Graduation: May 2026 (Honors)
· Organization Representative for the Public Relations and Event Management Student Association.
· Worked with various clients to plan events or create flyers and advertisements.
· Leadership position for Sigma Delta Gamma Greek Sorority.
· Managed social media and created advertisements to attract new members. 
(Joliet Junior College, Joliet IL)
Associate of Arts
Graduated: August 2024 (Honors)
· Ranked in the top 10% of the graduating class.
· Member of the Business club.
· Member of Phi Theta Kappa Honor Society.
· Member of the National Society of Collegiate Scholars.
EXPERIENCE
Compass Group, Aurora IL
(Administrative Assistant)

April 2025 to May 2026
· Provide professional client communication and inquiry management. 
· Maintained confidential personnel and labor relations documents. 
· Assisted with staffing and short-notice employee replacement. 
· Processed vendor invoices, reconciled bank deposits and vendor statements, and prepared financial reports.
Chartwells Higher Education Dining Services, Aurora IL
(Catering Attendant)
August 2024 to May 2026
· Delivers and serves food at scheduled functions under the supervision of the catering captain. Ensures the accurate execution of all events during a shift.
· Provided guests with customer service, filled their drinks, took their plates, and bussed tables. 
· Sets up and serves at functions; cleans the event area during and after events; breaks down the setup and leaves the area neat and clean; returns leftover food and equipment to the catering facility in a timely manner.  
Amazon ORD9, Channahon IL
(Warehouse Associate)
September 2022 to January 2024
· Maintained product organization and prepared items for the delivery process with stellar organization skills and professionalism.
· Showed reliability by working overnights consistently and overtime to meet company needs.

Pets Etc., Plainfield IL
(Customer Service Representative)
April 2021 to September 2022
· Assisted customers by learning and recommending products tailored to their needs. Created regular customers.
· Demonstrated organization and operations skills by managing opening/closing procedures, handling cash transactions, and scheduling appointments.
· Contributed to the company’s wellbeing, ensuring success and positive public image.
· Created flyers using Canva and promoted events to customers and others outside of the store.
SKILLS
· I am proficient in Canva and Microsoft Excel, Word, and PowerPoint.
· Management and Supervision certificate obtained, demonstrating strong leadership and management skills.
