                                                                                     Cell:  646-678-9609    Email:  Vanessa.Munoz1@Hotmail.com
	Vanessa Munoz       

	

	Career Focus
	Self-reliant and enthusiastic professional with 5 years of experience in the field of customer service with in-depth knowledge of customer service principles and practices.
Demonstrated ability of providing assistance to clients in various aspects and troubleshooting various arising problems.
Excellent working knowledge using  Microsoft Excel, Microsoft Word,  PowerPoint  Health System, Microsoft, Outlook, Windows Vista/XP  Dealer Track, Experian, Transunion, Equifax, Med iSOFT,  Delmar
Ability to train, motivate, and supervise customer service employees.
Ability to interact with all levels of management   
Excellent Communication and interpersonal skills.

	Summary of Skills
	Bilingual- English/ Spanish 
Telephone & Front Desk Reception  Customer Service 
Filing Database & Records Management
Administrative support CMS Form 1500  
 Reports & Spreadsheets 
Complaint Handling Data
65 WPM

	Professional Experience
	Nice Pak PDI   Machine Operator/Lead Operator
        6 Nicepak Lane Orangeburg NY  845-365-1700
	 2010 – 2012

	
	Direct the work activities of the team and allocate team resources in order to meet daily, weekly, and monthly production standards. 
Startup of new/revised product, record lot number and date of product component change and provide physical product samples to the Production Manager.
Responsible for periodically developing a written team improvement plan to achieve production goals and standards.
	

	
	Victory Auto Group Telemarketer   Bronx NY
	2005 – 2008

	
	      4070 Boston Road Bronx NY 10466    888-791-6330
Excelled in role requiring the ability to handle a variety of customer service and administrative task and resolve customer issues with expediency.
Demonstrated proficiencies in telephone within a high-volume environment.
Scheduled appointments for customers to meet with a sales consultant.
Help sales consultants on the selling of new and used cars of all make and models.
Checking Customers credit information for the processing of bank loan.
	

	Education
	
Technical Career Institute (TCI College) New York  Health Information Technology AAS                                                   
	2011

	
	

	



