Kayla Briones


8241 E 104th Way


(C) 720-519-9118
xxx-xx-xxxx


Henderson Co 80640 




Citizenship: US 

     kaylambriones@gmail.com 

(H) 303-519-9105

Customer Service    
Mile High Specialty Foods Distribution center                
02/14-Present                       

Manger: Brian Vyhidal

Salary: $28,000              

   My duties include receiving and processing incoming and outgoing orders in a system called JD Edwards, maintaining the organization of the warehouse, tracking orders and backorders, and working with vendors and customers to maintain the highest level of customer service. I also take care of the phone lines. I handle a large volume of calls. Calls range from credits upon delivery, DA’s from drivers and dispatch. I also scan and send invoices. I also file all of the invoices that come in from each of four concepts that we work with. I also work side by side with our department supervisor. I usually am the go to girl for questions. I have managed a concept of 355 stores by myself. I managed a high-volume workload within a deadline-driven environment. Resolved an average of 550 inquiries in any given week and consistently met performance benchmarks in all areas (speed, accuracy, volume).

Merchant Services             
 TransFirst   (Call Center)                                                


 07/12-02/14                      

Manger: Mario Chavez 

Salary: $26,000              

As a merchant service processer, I manage all of the processing side of credit cards. I protect card holder data. I also protect merchants from a data breach. I do the entire back end of a credit processing. My duties are all Customer Service based. I answer about one hundred calls per day. I also on a daily bases work with Microsoft Outlook, Microsoft Word, Excel, Power Point; I also other internal systems that I work with on a daily bases. My job is very IT oriented. I work on broken terminals, and service as an account manager. 
Experience:

Advisor Tier 1                          
 Apple (IBM) Call Center                                   

03/13 – 02/14                         Manager: Trung Nyughn                                                                                            Boulder, CO 

Salary: $22,000            

As an Apple Advisor, I am responsible for troubleshooting the Apple iPhone, iPod, and iPad. 

I also troubleshoot compatibility between Computers of most kind iTunes. My role is to make sure every customer is happy with the resolution that I have provided them.  
Staffing Coordinator

Capability Health Care 



02/11 – 02/12
Manager: Caroline Bercillo

303-300-1100



Denver, CO 

Salary: $36,500
As the clinical staffing coordinator I was responsible for performing staffing functions and ensuring that all clinical units are adequately staffed. My responsibilities included checking, tracking and maintaining credentials and departmental data associated with staffing. The staffing work required the negotiation of salary, benefits and work-related duties with potential candidates. I was responsible for communicating with all department managers that have open requisitions for new clinical staff. I communicated verbally, in writing and electronically.

I worked under limited supervision that required strong organizational and planning skills. I maintained proper documentation in regard to the staffing functions. I was responsible for a certain degree of decision-making within the scope of the position's responsibilities. I reported s directly to the staffing or human resources manager.

Personal Banker

US BANK Call Center 

 


06/10 – 01/11
Manager: Christy Ridgley
303-585-8585



                      Denver, CO
Salary: $27,200
As a personal banker I was responsible for performing intermediate duties and support related to branch operational activities and financial services; processes all new account transactions; assisting customers in their selection of various accounts and financial services; cross-selling the Bank's products and services; opening, maintaining and closing of all account types; performing branch clerical duties; promoting business for the Bank by maintaining good customer relations and referring customers to appropriate staff for new services  This position required me to be fully knowledgeable and skilled in the areas of teller, vault, safe deposit, processing and boarding DDA lines of credit, discussing and accepting credit applications, and is required to provide leadership, training and support to less experienced New Account Representatives and other branch staff members. I am a very fast learner. I can work in a very fast paced environment.
Server


Applebee’s Restaurant
 


02/09 – 09/2012 
Manager: Don Travares

720-685-1095



Denver, CO



Salary: $16,500
My primary responsibility of hostess was to greet the customers and departing customers. I assisted guests to their seats in a very friendly manner while maintaining the overall flow of customers arriving and leaving the restaurant. I accommodated all the needs of every customer especially those with disabilities. When the restaurant is full, I managed the Wait List and made sure to give full priority to customers that are first in line. Additionally I provided assistance to servers and maintain a clean and well organized work station.  

As a server I provided food and drinks and accommodated the every need of customers in a very friendly and courteous manner. I greeted customers as they entered or left the restaurant, answer questions, provide helpful suggestions to customers with regards to food, drinks, and overall customer service. I efficiently relayed all food orders to the kitchen and or service bar through the POS terminal.  I presented customers the check and accept payment, make correct change or complete the appropriate charge card system.

Education

Diploma: 2010 Prairie High School, Henderson CO
Studies:  AA Registered Nurse Program, Front Range Community College, Westminster CO
1

