Teresa Rivers

25710 West Hill Dr., 
Dearborn Heights, MI  48125
 (313) 434-8122
trivers856@yahoo.com
Objective:
Seeking Entry level Clerical, Data entry, or General warehouse position, utilize my previous experience in Customer service, Interact with clients/customers, learn new skills, become a long-term employee.
Education:
Everest Institute, Dearborn, MI – Medical Administrative


Detroit Institute of Commerce, Detroit, MI – Certificate in Office Procedures



River Rouge High School, River Rouge, MI – High School Diploma

Skills:

Work Order Systems, Accounts payable, High Volume Data Entry



Client/Customer Interface

Employment:  February 2011 – December 2011 – Receptionist-Call Center Rep – Supplemental 
                          Temporary Staffing.

                         Greet customers and general members of the public, assist visitors with badges or

                         escort them to an office or meeting room, Transfer calls or take messages for 

                         appropriate employees. Accept and signed for packages and distribute mail, filing,

                         scheduling.  Call Center Rep., - Create and process high volume of work orders, 

                         handle customer complaints or support issues, via phones, emails and faxes.

            
October 2005 – November 2008 – Shipping Assistant – Dearborn Steel Center            


Reported to the Warehouse Manager.  Processed orders steel coil 

            Interfaced with the drivers on existing orders, Inventory availability


Route management.  Prepared reports on work order  processing.
                        Invoice accuracy,.  Insure on time delivery of product.


June 2004 to October 2005 --- Clerical Support – Spherion Temporary Staffing



Worked in several different accounts to utilize my, Data entry, 



Work order processing, and Customer service interface with clients.



October 1996 to June 2004 – Frito Lay Inc. – Southgate, MI



Ordered parts, Produced inventory statements, Input high volume fleet work

                        orders, Tracked payroll of mechanics, Maintained fuel conservation program



Provide accountability of work orders to schedule.  Also worked in Account 


payables. Customer service accounts payments issues.
