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jdisanzo@yahoo.com

	Professional Summary

Self-motivated individual with excellent customer service skills seeks an opportunity to leverage these skills in a role focused on growth opportunity.

	Education
Salem State College –BA Pending completion of 1.5 Credits



	Professional Experience
Medford Wellington Service Company:   Billerica, MA                                                             (December 2012-Present)

Service Coordinator 
· Schedule and dispatch service technicians in HVAC, Plumbing, and Electrical departments to service calls

· Generate work orders in database, documenting the services provided by the technicians and verifing work order completion

· Dispatch additional support as necessary, in cases where technicians in the field require additional resources 
· Process the required documentation for permits and inspections to support technicians
· Work closely with Special Projects and Construction project managers to schedule technicians 
· Process invoices for  third party contracts

· Answer incoming phone calls and respond to email inquiries in a timely manner

· Maintain customer accounts to ensure equipment lists, service reports, and contact information are up to date 

· Provide customers with contract information, including frequency of service, services provided to date, and billing inquiries
· Generate purchase orders for material and equipment for the technicians to perform the necessary maintenance and repairs and order office supplies for the building
· Manage receipt of equipment and parts by updating work orders in the database and notifying the appropriate  technicians

	Atlas Water Systems: Waltham, MA                                                                                 (February 2010- December 2012)
Customer Service Coordinator                                                                                                             
· Dispatched calls to 16 technicians throughout Massachusetts

· Coordinated all out of state contractor services for Philadelphia, Washington DC, New York, and Maryland

· Scheduled preventative maintenance, new equipment installations, and service calls
· Generated work orders to include the documentation of the services provided by the technicians for normal working hours as well as after hour calls
· Worked closely with the Sales Department to coordinate equipment replacement, upgrades, and the associated plumbing, as well as any special requests from customers
· Coordinated field work and provided support to technicians at equipment sites by providing with equipment locations and contact information
· Provided customers with contract information, including frequency of service, contract renewal, equipment operation and maintenance procedures, available upgrades, and general equipment troubleshooting
· Maintained commerical drinking water customer accounts to ensure equipment lists are up to date

· Monitored mulitple phone lines as well as email throughout the day and ensured timely response
· Provided a daily report of all service calls to include the work that each technician has accomplished in a day
· Created a Standard Operating Procedure/Training Manual for the Service Department to include company information, equipment specifications, and procedures for troubleshooting and ticket generation and closure

	Sleep Health Centers: Bedford MA                   

Patient Care Coordinator                                                                                                           ( April 2008 -December 2009)

· Managed all incoming calls for the company

· Registered patients and ensured all required documents (patient charts and updated medical records) were  obtained prior to sleep studies
· Inputted sleep study referrals into database
· Corresponded with physicians regarding medical record requests and sleep study reports  

· Reviewed and formatted sleep study reports; entered into database

	Skills
	

	· Computer
	Proficient in Microsoft Office Products, Google Doc, Service Management, Business Resource Management, Athena


