Dianna Varner
7518 Klingston NW
Massillon, OH  44646

330-704-9226

diannavarner01@gmail.com
Lead Inventory/Buyer
RELATED EXPERIENCE
Communication and Interpersonal
· Built a loyal client base through personal attention, quality service, and consistent follow through 
· Efficiently addressed clients complaints to achieve customer satisfaction
· Adapted quickly due to shifting priorities and customer needs in a fast-paced, retail environment
· Called and/or emailed  tax collectors and insurance agents to receive client homeowners insurance and property tax information while maintaining bank security regulations
· Displayed and stocked merchandise to look appealing and to achieve increase sales 
· Motivated new employees towards common goals
· Enthusiastic working as a part of a team or independently

· Proficient in following instructions, performing multi-task work and solving problems quickly  
Office Skills
· Answered phone lines, transfer calls, and took messages in a prompt, pleasant and helpful manner

· Microsoft Word experienced:  keyboarding, editing, and proofreading reports, tables, letters, memos, manuscripts and business forms



· Skilled in Excel:  prepared several spreadsheets using different formulas
· Knowledgeable in PowerPoint:  created  PowerPoint Presentations
· Minimal instructions needed to learn current computer programs
· Capable of writing direct, goodwill, regret and persuasive letters and memos

Accounting Skills

· Maintained detailed paperwork for inventory control
· Accurately researched, retrieved, and updated information for mortgage and consumer loans
· Successfully met deadlines for payments and/or maintenance of clients property taxes and  insurance coverages
· Was responsible for over $100,000 of money transactions daily
EDUCATION
Kent State University, Stark Campus, North Canton, OH
Courses in Advertising and Human Communications 
The University of Akron, Wayne College, Orrville, OH
Coursework in Medical Billing
WORK EXPERIENCE
Dollar Bank Servicing Center, Canton, OH       Loan Administrator             November 2008-October 2012

Cash Connection, Canton OH                             Manager/Teller                  
    January 2007-June 2008

Goody’s Department Store, Massillon, OH        Stockperson/Cashier          
 March 2005-August 2006

AWARDS AND HONORS
· Received Certificate for the Completion of the Student Leadership Academy from Kent State University and Stark State College 
· Made the Dean’s List at The University of Akron, Wayne College
· Received several Employee of the Month Awards at Value City Department Store

