Carolyn J. Mimes 
7520 Hornwood Dr., Suite 802 ♦ Houston, TX 77036 ♦   901-361-3519 ♦   cjmimes@gmail.com
PROFESSIONAL PROFILE 
Experience in providing Administrative support as well as Customer Service, committed to professionalism, written and oral communication skills; seeking a position utilizing over 15 Years of Administrative Assistance and Customer Service experience and skills.
SKILLS
	· MS Word 2002-2010
	· 10-Key Calculator
	· Customer Service Rep.

	· MS Excel 2002-2010 
	· Correspondence
	· Mail Delivery

	· MS PowerPoint 2002-2010
	· Client Relations
	· Filing

	· 
MS Internet Explorer
· Inter-office Postal Applications
	· Multi line Switchboard 

	· Office Communications



QUALIFICATIONS SUMMARY
Administrative Assistant
· Prepare letters and memos for various departments  

· Travel Coordinator 

· Travel Itineraries 

· Travel Expense Reports
· Update employee status such as raises, promotions, transfers and terminations 
· Prepare outgoing address labels for large mailings
· Filing  

· Sorting and distribution of mail 
· Support 13 Postal executive and over 200 employees on a day to day bases
· Data entry utilizing Excel and Word
Customer Service
· Assist large and small business with customer address list modifications, and testing for accuracy
· Provide assist for customer with knowledge of current mailing address

· Provide assist to customer with fraudulent address changes 
· Customer file set-up for Postal inspections Services

· Assist with the ACS department in updating customer information and applications.

· Answer income customer service calls, Contacted Customers for address help

· Entered customer information in logs.

WORK HISTORY
Customer Service Rep IV
National Customer Support Center, USPS (Contractor)

         August 2011 — February 2015
Admin Assistant (SCA Secretary 3)

National Customer Support Center, USPS (Contractor)
225 Humphreys Blvd, Ste 501, Memphis TN
November 2000 — May 2011 
(Orkand Corporation, Harris Corporation, Northrop Grumman, ECS)
Lakeland Hospital 

Unit Secretary








February 1998 - June 2000

St, Joseph, Michigan

Anderson & Smith P.C
                                                                                      February 1997- December 1198
Administrative Assistant

7322 SW Freeway, Ste. 2010

Houston, TX 77074
Bethel University
Organizational Leadership
Attending
Southwest Tennessee Community College
Associate of Applied Science 
Certificate
Allied Business School
Administrative Assistant 
Diploma
Lake Michigan College
Secretarial, Computer Science
Certification 

Benton Harbor High School

Graduate
