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PENNY J. PHELPS
1823 Madison Ave, Evansville, IN 47714   (812)204-9812   bluepenny72@aol.com
OBJECTIVE:   To obtain the position of Data Entry Specialist in Mount Vernon, Indiana.
SUMMARY OF QUALIFICATIONS

· Excellent customer service skills.

· High sense of integrity.

· Excellent organizational skills.

· Excellent written and oral communication skills.

· Proficient with Microsoft office
· Highly self-motivated with excellent leadership skills.

· Strong managerial and communication skills with the ability to motivate others.

· Flexible and dependable.

· Proven success in decision making and problem solving ability.

· Over 20 years’ management experience. 
· Experience working with underprivileged, abused, and neglected children

· Experience with training and performance management

WORK EXPERIENCE
AT&T Mobility - Evansville, IN

Attendance Manager - Business Data Support     January 2008 – February 2015
· Nominated for service award.
· Completed management leadership training including team building with collaboration and teamwork.
· Coach employees about absences and attend absence related warnings and terminations.

· Initiate attendance disciplines in PDTS (Personal Development Tracking System).

· Follow up with team managers to ensure attendance disciplines are delivered timely.
· Communicate to team managers and area managers daily providing specific action items for follow up.

· Meet with Union representatives to discuss attendance issues and sat in on grievances filed by the Union.

· Deliver attendance disciplines to representatives and sat in on terminations for attendance.

· Track and enter attendance records into data base for 600 union represented customer service representatives.
· Keep electronic files of documents, records, and reports.
· Update excel attendance discipline report daily.
· Communicate to leadership team about policy or process changes.
· Review attendance policy quarterly with representatives in team huddles.  
· Educate representatives about options available to avoid accruing attendance points.
· PDTS administrator for call center location.
· Served as eLink change agent for call center location during conversion to new payroll system.
TJ Maxx Distribution Center - Evansville, In

Supervisor     July 1997 – January 2008
· Recognized as Supervisor of the Month on multiple occasions by upper management for going above and beyond

· Managed a team of up to 80 union represented associates.

· Determined daily staffing needs.

· Responsible for meeting daily department production quota.
· Coached and counseled associates to meet production standards.
· Administered appropriate disciplinary action for work performance as well as violation of company policy.  Attended discipline and grievance meeting with the Union leadership.
· Involved in resolving associate relations issues.  Conducted investigations and collaborated with HR.
· Recognized for retaining high performing associates.  Reduced associate retention with incentives.  Nominated and gave presentations for employee of the month.  
· Responsible for training of new hires and evaluations of direct reports.
· Maintained ergonomic and safety standards.  Recognized for outstanding safety record of direct reports.
Fazoli’s – Evansville, IN

Restaurant Manager     May 1992 – July 1997

· Supervised up to 15 associates per shift.

· Interviewed and hired new employees.

· Responsible for staffing, scheduling, quality control, and customer service.

· Responsible for weekly and month ending inventory.

· Experience with Statement of Earning and Profit and Loss Statements.

· Knowledge of budgeted sales and controllable costs.

VOLUNTEER EXPERIENCE

Vanderburgh County CASA - Evansville, IN

Volunteer     September 2010 – 2014

· Research case and conduct an independent assessment of child’s needs and interests.

· Communicate child’s needs at court hearings and ensure the child’s legal rights are protected.

· Make sure that parents as well as Department of Child Services is in compliance to the court order and initiate proceedings if necessary.
· Spend quality time with my CASA child.
· Kept detailed records of all communication concerning the child.
EDUCATION
Currently working on Business Management/Human Resources Bachelor’s degree with WGU Indiana.

Total of 61 hours of college credit completed.

Ivy Tech Community College   Evansville, Indiana

Texas Christian University   Fort Worth, Texas


Mater Dei High School     Evansville, Indiana
References
Liane Johnson

Area Manager Quality/M&P/Process at AT&T Mobility

Mobile: 206-214-6981

Office: 425-288-2381

Address: 5614 119th St., Lake Stevens WA 98258
Email: lj8844@att.com
Lauree Miller
Lead Training Manager Delivery at AT&T Mobility

Mobile: 812-774-0924

Office: 812-475-7528

Address: 1400 E. Missouri St., Evansville IN 47711

Email: laureelynn@yahoo.com
Sharon Cahill

Administrative Assistant at AT&T Mobility

Mobile: 812-499-1816

Office: 812-475-7780

Address: 2610 E. Chandler Ave, Evansville IN 47714
Email: scahill007@aol.com
