Caitlin (Caitie) Britten
Peabody, MA 01960 | Dedicated Home Office | High-Speed Internet
978-979-6500 | cbrittenb@gmail.com | linkedin.com/in/caitlin-britten
REMOTE ADMINISTRATIVE & CUSTOMER SUPPORT SPECIALIST
PROFESSIONAL SUMMARY
Administrative and client support specialist with 3+ years in high-volume wellness environments. Strong background in scheduling, payment processing, and handling difficult client situations calmly. Looking for a remote role where I can put those same skills to work.
CORE COMPETENCIES & TECHNICAL SKILLS
Administrative & Support: High-Volume Call Triage, Calendar Management, Scheduling, Customer Issue Resolution, Data Entry, Record Keeping, HIPAA Privacy Standards
Technical & Software: Mindbody, POS & Payment Processing, Constant Contact, Canva, MS Office, Google Workspace
PROFESSIONAL EXPERIENCE
Elements Massage	Beverly, MA
Receptionist / Administrative Assistant	Nov 2022 – January 2026
1. Answer 50+ inbound calls daily, triaging inquiries, processing payments, and resolving complaints before they escalate.
1. Manage daily scheduling for 8+ massage therapists in Mindbody, keeping the book full and appointment gaps low.
1. Handle sensitive client records and run opening/closing procedures independently.
1. Manage daily social media posting (Facebook, Instagram) and build email campaigns in Constant Contact and Canva.
Early Childhood Education Centers (Including The Goddard School)	North Shore, MA
Lead Educator & Administrative Support	Jul 2019 – Oct 2022
1. Tracked detailed progress, health, and behavioral records for 15+ children at a time.
1. Delivered sensitive updates to parents daily, including behavioral concerns and health issues, with patience and care.
1. Maintained compliance with state regulations and organizational safety standards.
1. Helped plan and adjust daily classroom programs as schedules and priorities shifted.
EDUCATION
North Shore Community College	Danvers, MA
Associate of Science, Early Childhood Education and Teaching
LICENSES & CERTIFICATIONS
1. EEC Certification, Massachusetts Department of Early Education and Care
1. OSHA Safety Training, OSHA Safety Training Institute
