Hafsa Abdul-Mutakallim

2625 Courtlandt Ave.
Kalamazoo, MI 49004

(269)910-6452

Hrabia83@hotmail.com

Objective:
With over 10 years of Customer service experience, currently seeking a position to utilize background and skills.  Demonstrated experience managing multiple tasks simultaneously, communicating effectively and working in team environments.

Skills and Abilities:


Responsibility



Manage time effectively; maintaining schedules and prioritizing responsibilities.


Detail oriented to provide quality and accurate services. 


consistently strive to maintain all policies and procedures effectively and efficiently.


Organize and keep a clean work space to accomplish daily goals.


Customer Service



Exhibit good personality.


Provide assistance with all customer concerns and questions. 


Confident while making decisions.


Ensure satisfaction with personal interaction and assistance. 


Calm and courteous in stressful situations.


Leadership


  Deliver information in a clear and concise manner.


Work effectively in team environments. 


Ensure responsibilities are accomplished and outlined accordingly.


Maintain a positive attitude improve work performance.


Serve as a resource for others: maintaining knowledge of policies and procedures.

Employment:
Self Employed- Daycare
Kalamazoo, MI


Owner
07/2009 to 08/2013


Henlyn Care
Ann Arbor, MI


Receptionist/Care Giver
06/2001 to 06/2006


Tennessee State University
Nashville, TN


Receptionist
09/2001 to 05/2003

Education

Denby Technical and Preparatory High School
Detroit, MI

Diploma
2001

