Janine Jones

16001 E. Alaska Pl.

Aurora, Co 80017

janineaurora@aol.com
720-298-7719
Objective: Customer Service
Qualifications: 
· Greet visitors and determine whether they should be given access to specific individuals. 

· Open, sort, and distribute incoming correspondence, including faxes and email. 

· Perform general office duties such as ordering supplies, maintaining records management systems, and performing basic bookkeeping work. 

· File and retrieve corporate documents, records, and reports. 

· Read and analyze incoming memos, submissions, and reports to determine their significance and plan their distribution. 

· Computer skills knowledgeable in MS Word, Excel, Power Point, AS400, and Scanner.

Customer Service

· Confer with customers by telephone or in person in order to provide information about products and services, to take orders or cancel accounts, or to obtain details of complaints. 
· Keep records of customer interactions and transactions, recording details of inquiries, complaints, and comments, as well as actions taken. 

· Check to ensure that appropriate changes were made to resolve customers' problems. 

· Contact customers to respond to inquiries or to notify them of claim investigation results and any planned adjustments. 

· Determine charges for services requested, collect deposits or payments, or arrange for billing. 

Experience

Resources Trust CO.

Customer Service         

1999-2006

University of Colorado
Cashier


            1996-1998


Book Warehouse

Order Puller



1995-1996


World Imports


Receptionist



1994-1995
Sprint                                      Customer Service                                2007-2007

Education

Central High School

Diploma



1982

Reference upon request

