Vanessa G. Audiffred

2542 Indiana ST SW

Cedar Rapids, IA   52404

Tel.  319-265-0953

Skills:

Excellent Organization Skills
Data entry



Attention to details

Willing to learn/team player



Strong customer relations skills
Filing



10 Key



Typing 55-60 WPM



Fluent in Spanish


Proficient with computer software programs
Stocking/Inventory
Computer:  
MS Word, WordPerfect, MS Excel, MS PowerPoint, MS Outlook

Experience:
Nordstrom Inc. 9/2013-5/2014



Customer Returns Specialist



Front Desk/HR Assistant 3/2014 


Responsibilities:

Customer Returns: Ensuring inventory and orders are accurately audited, processed, assembled, efficiently packed and shipped.   Repetitive bending, reaching, standing, walking and lifting 40 pound boxes.

Front Desk/HR Assistant: Answering a multi-line phone system and greeting and directing guest, as well as staff.  Operated switchboard for truckers arriving or departing. Coordinated mail flow.  Managed any fire/tornado drills. Assisted with badges and employment info with new hires.   

Stay at home mother 5/2011-9/2013
GE Capital 10/2005-5/2011


Bilingual Customer Service Representative

Responsibilities:  Provide service to all inbound callers contacting GE with questions regarding their lease or loan.  Navigate multiple personal computer, business, email, and web applications easily and proficiently.  Collect past due accounts.  Refer sales leads.  


REM 8/2005 – 10/2005

Disabled Adults Aid

Responsibilities:  Ensuring safety of “consumers”, Train/advise skills for future job placement of “consumers”, caretaker

JC Penney 9/2005 – 12/2005

Sales Associate – part time

Responsibilities:  Customer interaction/sales representative in the shoe department.

Maintain cash drawer, stock storeroom.

US Bank 7/2004 – 6/2005



Teller, Customer Service Representative



Responsibilities:  Vault back up, development planning/promotions, Bill Pay coordinator.

Dollar Tree 5/2004 – 7/2004

Cashier
Responsibilities:  Check out customers, customer services, and stocking.

Play Station 6/2003 – 8/2003

Party Coach / Coordinator
Responsibilities:  Coordinate party activities.  Interact with children and parents.  Organized menus. 
Education:
Jefferson High School 2000-2004

