Lauren E. Groh
414-238-5890 l legroh.groh@gmail.com l Linkedin.com/in/legroh
Summary

Bachelor’s degree in journalism and mass communication from UW-Milwaukee. Office operations associate and web designer, also at UW-Milwaukee. Created and manage outdoor blog and corresponding social media sites. Currently studying web development. Seeking a full-time administrative position.
Skills
· 16 years of customer service experience
· Web design/HTML/CSS
· WordPress/Weebly/Blogger
· Problem solving in fast-paced environments
· Microsoft Applications
· Typing speed of 80+ WPM 
Accomplishments

Web Design award: Designed website and wrote articles for outdoor blog; designed premier website and multiple pages for a UWM division; won a Milwaukee Press Club award for Website Design in 2011
Training: Created online training resource library for UWM’s Facilities, Planning, and Management; created all training documents for Outpost Natural Foods’ cheese department
Social Media for business: Built YouTube channel to over 200,000 views
Writing: Personal essays aired on WUWM’s Lake Effect; articles published in UWM Post and Media Milwaukee
Experience                                                                                                                                                                         
UW-Milwaukee – Office Operations Associate & Web Designer                              Feb 2019-Present


· Basic: Respond to service requests by phone, email, or through maintenance management system (TMA Systems); order office supplies, process credit card statements; track/log fleet mileage; update contact lists and other distributed documents; organize travel arrangements; send out mass notifications

· Special: Update & design several UWM websites; participate in Facilities, Planning, & Management Employee Engagement Team with a focus on training and development; created and periodically update online training resource library
Outpost Natural Foods – Assistant manager/Head of Cheese Dept.                     Feb 2015-Feb 2019

· Led shifts of 5-10 employees; created training materials; taught classes and trained new employees; pitched, promoted, ordered, merchandized, and inventoried products; office duties included data entry, ordering, faxing, filing
Two Tents Down – Creator/Author

                                                               Aug 2015-Present
· Created and managed website, including designing, writing, editing, researching, photography, and social media marketing; created corresponding YouTube channel that has over 200,000 views 
