MICHELLE L. KAPS
1606 W. Main St.
Mendota, IL 61342
(815) 716-3249
Brantmichelle80@yahoo.com

WORK HISTORY:   
Corporate Resource Services, Rock Falls 
(May 2014-Current)
Staffing Coordinator
*Receive and process work orders
*Promptly resolve client and employee concerns
*Conduct initial orientation for all employees
*Recruit new business

OfficeMax, Peru, IL
(August 2011-May 2014)
Customer Service Agent 
*Order taking
*Managing current customer accounts
*Resolving escalated customer concerns
*Assist customers with web self-service 

JC Whitney, LaSalle, IL
(February 2005-August 2011)
Customer Service Agent
*Order taking
*On-line chat assistant 
* Quality Control 
*Resolving customer inquires 


SKILLS:
Microsoft Office, Word, Outlook, PowerPoint, Excel


Education:
Graduate of Mendota High School
Attended Starve Rock Business Vocational School
Attended Classes at Illinois Valley Community College
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