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Summary of Qualifications

Customer Care Specialist with 2 years’ experience caring for customers and disabled individuals. Committed to achieving the highest level of client satisfaction. Strong problem solving, time management and organizational skills. Ability to communicate with diverse individuals with sensitivity, compassion and friendliness. Proven ability to prioritize and stay focused while dealing with multiple assignments. Honest, reliable and a hard worker. Excellent attendance and safety record.

Computer Technology

Microsoft Office Suite 2010: Word, Excel, Outlook, PowerPoint, and Access. QuickBooks 2008. Customized database management system. 

Professional Experiences

Personal Care Assistant - Volunteer 	2010 - 2013
Private Home, Shakopee, MN
· Cared for terminally ill man in his home with sensitivity, compassion and respect. 
· Provided emotional support by actively listening and giving feedback and encouragement.
· Planned, purchased, prepared, and served nutritious meals.  
· Accompanied client to doctors’ offices and on other trips, providing transportation, assistance, and companionship.
· Vacuumed rooms, washed floors, and laundered clothing and bedding. 

Claims Assistant	5/2009 - 9/2009
American Family Insurance, Eden Prairie, MN
· Entered customer data into computer system and assigned client to an insurance agent.
· Answered phone with professionalism, tact and in a friendly manner.
· Communicated effectively with clients, agents and manager to support sales initiatives.
· [bookmark: _GoBack]Utilized e-mail, fax machine and copier to assist agents in processing claims.
· Handled irate customers and complaints by actively listening and finding solutions. 

Personal Care Assistant	11/2006 - 8/2007
People Enhancing People, Jordan, MN
· Cared for an eight year old Autistic boy in a group home.
· Assisted with feeding and hygiene to help client maintain good health.
· Helped client understand and complete school work assignments.

Education

Microsoft Office Suite and QuickBooks courses - online tutorials	2013
Liberal Arts courses - Normandale Community College, Bloomington, MN	2003
Diploma, Shakopee High School, Shakopee, MN 	2002
