Ruby Marron
805 Yale Rd Boulder, CO 80305(720) 987-3990 R.Marron144@gmail.com

Well rounded experienced individual seeking a position in customer service or administration, where I can utilize my skills and education consistent with the needs of the job.

Summary of Qualifications
· Proficient bilingual in Spanish, and reading and writing. 
· Customer Service, Administration, and Teachers Assistant
· Detail Oriented and Self Starter 
· Impeccable multi-tasking and analytical skills.  
· Team Player and exceptional listening skills 
· Call Center Experience 
Skills
· Microsoft Office Suite (Word, Excel, Outlook, PowerPoint, Publisher)
· Photoshop
· Event Coordinator

Experience

Manpower, Boulder, CO
IBM Customer Service Support 		 					08/13-05/14
Responsible for handling information inquiries or requests about products, services or personnel received via telephone, fax, e-mail or other means, from customers, IBM personnel or business partners.
· Taking 50-60 inbound calls per day.
· Open ticket for customers technical support
· Assist in various administrative support  
· Education enrollment assistance, 
· Business partner service, 
· Data base management. 

Xerox, Greeley, CO			               					06/13-08/13
Customer Service Representative 
Responsible for offering new promotions and assisting customers with inquiries related to CVS rewards cards.
· Responds to telephone inquiries and complaints using standard scripts and procedures.
· Gathers information, researches/resolves inquiries and logs customer calls
· Communicates appropriate options for resolution in a timely manner
· Informs customers about services available and assesses customer needs
· Schedules work to ensure accurate phone coverage; monitors priority of calls and shifts escalated calls to assure resolution to problems
· Prepares standard reports to track workload, response time and quality of input

Olive Garden, Greeley, CO								01/13-06/13
Server/Sales Person
Responsible for providing friendly, fast, and efficient service as well as guiding guests through menus, demonstrating knowledge of the menu and beverage items, while exceeding guest service expectations.
· Promoting/Selling restaurant’s menu
· Multitasking by taking orders, serving guests food, and making food preparations to more than 2 tables at once.
· Assist in entering payables and receivables 
· Order entry for all incoming customers
· Provide top customer service to guests

Paula Derda Recreation, Broomfield, CO						08/11-06/12
Child Sitting Provider responsible for the safety and supervision of children placed in the care of the Recreation Services Department while the parents are participating in on-site recreation activities or classes. Provide holistic services to internal and external customers by seeking ways to integrate programs or services provided by other departments, divisions, and external entities.
· Registers and accepts payment from the participant.
· Independently monitor and supervise children who participate in the Recreation Services on-site child sitting facilities and the Indoor Playground.
· Interact and play with children in activities that can include the following actions: running, pushing, reading, drawing, and coloring, talking, walking and singing.
·  Administers first aid treatment, providing emergency services when necessary.
· Maintain appropriate records, handle cash and issue receipts.

YMCA Thornton, CO									10/10-08/11
Program Aide responsible for excellent childcare skills the ability to model the YMCA Core Values and have the ability and desire to build relationships between YMCA staff and members.
· Ability to care for and manage children of diverse ages and cultures.
· Assertiveness to deal with discipline and accident incidents.
· Ability!to!communicate!positively!with!members,!participants,!and!staff.!
· Experience working with children and adults.
· Ability to supervise the daily operations of Kids Care 

TJMAXX Superior, CO								03/10-04/11
Sales/Merchandise Associate responsible for assisting in the daily operations of the store.
· Work in the areas of merchandise presentation, processing, markdowns, fitting room, cashier, customer service and layaway.
· Greets, interact with and thanks customers on a regular basis.
· Maintain housekeeping standards of area, including ongoing recovery

Education
Metropolitan State College, Denver, CO						08/11-present

Course work: One year General studies; psychology, Chicano studies, etc. 
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Legacy High School, Broomfield, CO							08/08-05/11
Graduate with High School Diploma

REFERENCES: 	Available upon request
