Sara Parris

4282 Autumn Lake Dr.
Buford, GA 30519

678-252-7222
awhisperingdove@charter.net

OBJECTIVE:             To find a challenging position in a positive, uplifting workplace that will allow me to use the skills I've learned to provide assistance to colleagues and customers to assure their satisfaction.
EMPLOYMENT:
Mar 12 – Oct 13
Customer Service Specialist – Verizon Wireless
· Answered calls from customers regarding billing and service.
· Partnered with supervisor for tips and trainings to improve metrics of focus.
· Upselling of accessories and upgrading customers to new phones.
· Increased customer satisfaction rating 16.6% four months out of transition.
· Troubleshoot technical issues with customers to restore service.
· Achieved 100/100 Club award 4 months out of transition along with supervisor recognition as a top performer. 
Mar 10 – Oct 11
Aug 09 – Oct 09
Customer Service Rep - AppleOne
· Provided dealers with pricing and availability of stock items and printing machines.
· Prepared and sent shipping reports for dealers for tracking their purchase orders.
· Entered purchase orders for parts, machines and extended warranties. 
· Provided ETA information on backordered parts and new parts or machines that were arriving from Japan.
· Assisted dealers in obtaining RMAs for defective parts or overstocked items. 
· Completed specialized forms for machines and parts that were specially priced.
· Updated database with end user info on machines owned and warranty information.
Apr 07 – Mar 09 
Customer Service Rep/Accounting Clerk - Mansfield Oil
· Answered calls from customers; processed their order requests. 
· Coordinated with local trucking companies to schedule the delivery in a specific timeframe. 
· Monitored current clients’ fuel levels to maintain adequate inventory.
· Coordinated with trucking companies to pull cost effective fuel timely delivery.  
· Verified the status of customer deliveries and answered any questions or concerns. 
· Verified billing information before the invoice was processed to assure pricing, freight and margin costs were accurate. 
· Processed credits and re-bills for any exceptions.
Feb 06 – Mar 07 
Client Services Representative - Tech Systems, Inc.
· Processed incoming projects for booking. 
· Confirmed billing information, ordered equipment and confirmed delivery schedule. 
· Coordinated project start with client, subcontractor and project manager. 
· Processed RMAs making sure that material was returned and credit received or replacement sent. 
· Coordinated project sign off with the client and project manager.
Jun 05 – Nov 05
Customer Service Representative - Century Displays, Inc
· Routed incoming calls from customers to the appropriate salesman. 

· Aftermarket care, entered orders, both from phone calls and from a website as well as updated shipping progress and attended production meetings.
Jun 04 – May 05           Purchasing Clerk/Receiving Coordinator - Chase Staffing/Price Industries
· Entered purchase orders in a timely manner. 

· Filed and matched packing slips with the orders once they arrived and received the items into inventory. 

· Matched bills of lading with orders that have shipped. 

· Relieved receptionist for lunch on a busy multi-line phone system. 
· Interim supervisor for the “Cage” area. 

· Managed order pulling so that the needs of the production lines are met.

Oct 03 – Jun 04            Customer Service - Benchmark Brands
· Answered inbound calls from customers who have placed an order, checked the status of their order or needed information on the products offered. 

· Recommended products for specific conditions, up selling. 

· Addressed verification with credit card companies and release of orders to be shipped from Memphis warehouse.

EDUCATION:
1993-2000

Business Office Technology, Lanier Technical Institute

1993-2000

Computer Information Systems, Lanier Technical Institute

1992-1993

Business Administration, Gainesville College

1990-1991

English, Truett-McConnell College

SKILLS:



ADDITIONAL INFORMATION:

Typing 70 wpm


Microsoft Office 2000 and XP 


10 key touch


Professional phone etiquette


Business math


Filing





Shipping and receiving


Familiar with Windows 95, 98, 2000, XP and Windows 7


Netscape and IE 4.X to 6.X


Microsoft Outlook and Outlook Express


Answering multi-line phone system


Basic and Intermediate Excel proficiency from Gainesville College








