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OBJECTIVE: To obtain a position that allows the opportunity to integrate my current skill set and knowledge with my exceptional customer service skills in order to add value to a progressive organization in which hard work and determination are appreciated and where there are opportunities for advancement.

EDUCATION

Pontificia Universidad Católica de Puerto Rico                                                                                         Arecibo, P.R.
Bachelor of Science, Biology	 								  Present	

Northern Virginia Community College	
Bachelor of Science                                                  						     Sterling, V.A.	 	   								                                        2011-2012				

WORK EXPIERIENCE  

Nike 										             Barceloneta, P.R.
Seasonal Athlete							                               May 2014 – August 2014	
· Greeted customers and determined their needs and wants.
· Recommended merchandise based on individual requirements.
· Advised customers on utilization and care of merchandise.
· Provided advice to clients regarding particular products or services.
· Explained the use and advantage of merchandise to customers.
· Answered customers’ queries and concerns.
· Quoted prices and discounts as well as credit terms, trade-in allowances, warranties and delivery dates.
· Prepared sales contracts and accepted payment through cash, check and credit card.
· Assisted in display of merchandise.
Commonwealth Digital Office Solutions						                   Sterling, V.A.	                                                                                                            Dispatcher		                                                                                                    September 2007-May 2012
· Schedule or dispatch workers, work crews, equipment, or service vehicles to appropriate locations, according to customer requests, specifications, or needs, using radios or telephones.
· Confer with customers or supervising personnel to address questions, problems, or requests for service or equipment.
· Monitor personnel or equipment locations and utilization to coordinate service and schedules.
· Relay work orders, messages, or information to or from work crews, supervisors, or field inspectors, using telephones or two-way radios.
· Record and maintain files or records of customer requests, work or services performed, charges, expenses, inventory, or other dispatch information.
· Prepare daily work and run schedules.
· Determine types or amounts of equipment, vehicles, materials, or personnel required, according to work orders or specifications.
· Advise personnel about traffic problems, such as construction areas, accidents, congestion, weather conditions, or other hazards.
· Prepare and analyze monthly statistics reports of technician’s productivity.
Nationwide										   Herndon, V.A.
Customer Service Representative					                              April 2006- October 2006	

· Confer with customers by telephone or in person to provide information about products or services, take or enter orders, cancel accounts, or obtain details of complaints.
· Keep records of customer interactions or transactions, recording details of inquiries, complaints, or comments, as well as actions taken.
· Check to ensure that appropriate changes were made to resolve customers' problems.
· Determine charges for services requested, collect deposits or payments, or arrange for billing.
· Refer unresolved customer grievances to designated departments for further investigation.
· Review insurance policy terms to determine whether a particular loss is covered by insurance.
· Contact customers to respond to inquiries or to notify them of claim investigation results or any planned adjustments.
· Resolve customers' service or billing complaints by performing activities such as exchanging merchandise, refunding money, or adjusting bills.
· Compare disputed merchandise with original requisitions and information from invoices and prepare invoices for returned goods.
· Obtain and examine all relevant information to assess validity of complaints and to determine possible causes, such as extreme weather conditions that could increase utility bills.


Big Bowl 						                  			       Reston, V.A.
Server 									                  August 2005-April 2006

· Check with customers to ensure that they are enjoying their meals and take action to correct any problems.
· Collect payments from customers.
· Write patrons' food orders on order slips, memorize orders, or enter orders into computers for transmittal to kitchen staff.
· Prepare checks that itemize and total meal costs and sales taxes.
· Take orders from patrons for food or beverages.
· Check patrons' identification to ensure that they meet minimum age requirements for consumption of alcoholic beverages.
· Serve food or beverages to patrons, and prepare or serve specialty dishes at tables as required.
· Present menus to patrons and answer questions about menu items, making recommendations upon request.
· Clean tables or counters after patrons have finished dining.
· Prepare hot, cold, and mixed drinks for patrons, and chill bottles of wine.

References Available Upon Request




