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PROFFESIONAL SUMMARY
	Attentive Customer Service Representative with 3 years’ experience, achieving customer satisfaction and customer retention goals. Independent and quick thinking team player seeking a role offering increased responsibility. 
SKILLS
· Top-rated sales performance		
· Account Manager 
· Negotiation skills
· Quality assurance
· Fast learner
· Self-motivated
· Customer service
WORK HISTORY
Customer Service Representative/Retail Cashier
Books A Million – 6751 Strip Ave NW 44720			Nov. 2014-Present
· Responsible for selling the discount card and offering magazine sales.
· Count and log inventories for audits.
· Mark down product according to paperwork.
· Separating and shelving new product as it comes in shipment.
· Sorting and organizing customer special orders for easy finding.
· Assisting customers in finding exactly what they’re looking for.
· Ordering books from our warehouse for customers when it’s not in stock.
· Placing merchandise on tables and in store in a fashion to attract the most consumers. 
[bookmark: _GoBack]Customer Service Representative/Shift Leader			     
Family Video – 3610 Lincoln Way E 44646, OH			 Feb. 2014-Present
· Assigned tasks to associates, staffed projects, tracked progress, and updated managers as necessary. 
· Matched purchase orders with invoices and recorded necessary information. 
· Reviewed files, records, and other documents to obtain information and respond to requests. 
· Identified and qualified customer needs, and developed sales strategies.
· Placed special merchandise orders for customers.
· Greeted customers in a timely fashion, while quickly determining their needs.
· Answered customer questions about product availability.
· Worked night and weekend shifts during holiday season.
· Conducted interviews.
· Helped train new employees in sales and other tasks.
· Took and logged inventories.
· Delegated out tasks to employee to ensure smooth running of the store.
· Solved unresolved customer issues.
· Earned management trust by serving as key holder, responsibly opening and closing store.
· Handled daily heavy flow of paperwork. 
· Effectively communicated with and supported sales, marketing, and administrative teams on a daily basis.
· Out of the entire company, I continually rank in the top 100 in sales.
· Compiled financial reports pertaining to cash receipts, expenditures, and profit and loss.
· Maintained integrity of general ledger, including the chart of accounts.  
Customer Service Representative
Marc’s – 5123 W Tusc. 44708, OH				  Jan 2013-Jun 2014
· Answered an average of 15 calls per day by addressing customer inquiries, solving problems and providing new product information.
· Greeted customers entering the store to ascertain what each customer wanted or needed. 
· Described product to customers and accurately explained details and care of merchandise. 
· Earned management trust by serving as a key holder, responsibly opening and closing store.
· Politely assisted customers in person and via telephone. 
· Provided an elevated customer experience to generate a loyal clientele.
· Recommended, selected and helped locate and obtain out-of-stock based on customer requests. 
· Answered product questions with up-to-date knowledge of sales and store promotions. 
· Ensured superior customer experience by addressing customer concerns, demonstrating empathy, and resolving problems on the spot.
· Maintained cleanliness and presentation of stock room and production floor.
· Directed calls to appropriate individuals and departments. 
· Monitored cash drawers in multiple checkout stations to ensure adequate cash supply. 
· Organized store merchandise racks by size, style and color to promote a visually appealing environment.
· Routinely answered customer questions regarding merchandise and pricing. 
· Replenished supplies, bags and other materials at each cash wrap.
Team Member
Wendy’s – 5017 W Tusc 44710, OH				Sept. 2011-Jan. 2013
· Prepared food items consistently and in compliance with recipes, portioning, cooking and waste control guidelines.
· Instructed new staff in proper food preparation, food storage, use of kitchen equipment and utensils, sanitation and safety issues.
· Led shifts while personally preparing food items and executing requests based on required specifications. 
· Consistently provided friendly guest service.
· Operated the drive-through window and sales register quickly and efficiently. 
· Strictly followed all cash, security, inventory, and labor policies and procedures.
· Diligently restocked work stations.
· Reported to each shift on time and ready to work.

EDUCATION
Walsh University – 2020 East Maple 44720, OH				Current 
REFERENCES
Sarah Cherok – (330) 703 – 9071 Asst. Manager 
Joe Waseity – (330) 904 – 5178 Previous Manager
Ricky Johnson – (360) 286 – 0825 Current Manager

