BRITTANY HARLOW
119 Buchannan Dr                    Stephens City, Virginia, 22655
540-869-4166                            540-398-1222                           
brittanyashcraft@yahoo.com
               OBJECTIVE
Dedicated customer service representative motivated to maintain customer satisfaction and contribute to company success.
WORK EXPERIENCE
HOBBY LOBBY								WINCHESTER VA
Store setup/cashier July 2012 - October 2012 
· Recommend, select, and help locate or obtain merchandise based on customer needs and desires.
· Greet customers and ascertain what each customer wants or needs.
· Compute sales prices, total purchases and receive and process cash or credit payment.
· Answer questions regarding the store and its merchandise.
· Maintain knowledge of current sales and promotions, policies regarding payment and exchanges, and security practices.
· Place special orders or call other stores to find desired items.
· Exchange merchandise for customers and accept returns.
· Clean shelves, counters, and tables.
· Open and close cash registers, performing tasks such as counting money, separating charge slips, coupons, and vouchers, balancing cash drawers..
· Bag or package purchases, and wrap gifts.
· New store set up including setting shelves and putting up merchandise.
[bookmark: _GoBack]     STEUART KRET HOMES						          WINCHESTER, VA
    Model home sales assistant August 2010 – January 2011
· Staff  model home office at the Summit.
· Greet customers.
· Answer telephone calls.
· Show model home to appointments and walk-in customers.
· Provide general information to customers on models.
· Ensure model and grounds are immaculate.
    FEMA									WINCHESTER VA
Intake representative August 2008 - December 2008 
NAVY FEDERAL CREDIT UNION						WINCHESTER VA
MSR June 2008 - September 2008 
· Answer customers' questions, and explain available services such as checking accounts, savings accounts and custodial accounts.
· Inform customers of procedures for applying for services such as ATM cards, direct deposit of checks, and certificates of deposit.
· Interview customers to obtain information needed for opening accounts or new membership eligibility.
· Investigate and correct errors upon customers' request, according to customer and bank records.
· Execute wire transfers of funds.
· Resolve problems or discrepancies concerning customers' accounts.
· Explain, promote, or sell products or services such as travelers' checks, savings bonds, money orders, and cashier's checks, using computerized information about customers to tailor recommendations.
· Compute financial fees, interest, and service charges.
· Execute transactions between customer accounts such as transfers, payments and opening new accounts.
AMERICAN WOODMARK							WINCHESTER VA
Customer Service Representative October 2003 - May 2005 
· Inform clients of factors such as shipping options, timelines, transfers, or regulations affecting shipments.
· Locate and correct data entry errors, or report them to supervisors.
· Confer with customers by telephone  to provide information about products or services, take or enter orders, cancel accounts, or obtain details of complaints.
· Confirm delivery appointments with homeowners.

 
EDUCATION
SHERANDO HIGH SCHOOL							STEPHENS CITY VA
· Received GED in 2003.
 
Additional Skills
Core Strengths 
· Adaptive Team Player 
· Courteous Demeanor 
· Active listening skills 
· Telephone Skills 
· Internet Research

