                                                             
                                                                                        Prisilla Saunders 
                                                         19651 Leesville Rd Apt B, Lynchburg VA 24502
                                                                                   Cell: (434) 319-4880 
                                                                        Email: pajamas81@hotmail.com
 
Job Objective:
 To obtain full time employment in a job where I can demonstrate my skills in customer service and computer entry.

Education: 
Heritage High School --Lynchburg, VA 24502      1995-1999 Graduated with Advanced Diploma

Central Virginia Community College--Lynchburg, VA 24502   2000-2001 General Studies

Central Virginia Community College--Lynchburg, VA 24502   2013-present Administrative Assistant in Medical

Summary of Qualifications: 

· 15 years of customer service over the phone and face to face
· 10 years of data entry  
· Proficient skills in Microsoft Excel, Microsoft Access, Powerpoint, Outlook, and Microsoft Word
· Eagerness to learn new things and apply those things learned to the job at hand

Experience: 

July 2013 to February 2015       InService America: 129 Vista Centre Dr.  Forest, VA 24551
Outbound Telemarketer

· [bookmark: _GoBack]Placing orders for churches for Sunday School materials
· Data entry
· General customer service
· Upselling items to customers
· Tracking packages and working with the carriers to reroute packages

2006-2013       J.Crew: One Ivy Crescent, Lynchburg VA 24513

Wedding Specialist

· Answered phones and helped customers with problems, placing orders, and any other issues
· Data entry
· Daily reports
· Assisted customers via email
· General customer service
· Assisted customers via live chat
· Picking/Packaging in the warehouse when needed
· Training new hires


2001-2006 Barnes and Noble Booksellers: 4024C Wards Rd, Lynchburg VA 24502

Lead Bookseller/Lead Café Associate

· Running the register
· Answering Phones
· Taking weekly inventory
· Stocking and selling books
· Data entry
· General customer service
· Managing other associates on my team
· Training new hires

References:
Jane Rising co-worker at Inservice America (434) 616-2379
Kristen Harbin—lifelong friend (434) 414-2518
