Zulma I Rivera
PO Box 372
Santa Isabel, PR 00757
(787) 556-5291
zrivera40@yahoo.com


Objective

Position as Data Entry or Customer Service Manager
[bookmark: _GoBack]
Abilities

15 years of customer service and data entry administrative experience
Excellent verbal communication skills
Extremely productive in high volume, high stress, environment
Proficient in the use of Microsoft Works
Self-starter with a can do attitude
Bilingual

Employment History

2012-2014			MetroCast, Waterford, CT
Customer Service Representative/ Front Counter
Answer inbound calls in support to customer needs.  Convey in a reassuring manner step by step instructions to resolve application issues.  Process new service orders, upgrades, change of service, disconnects, as well as troubleshooting.  Covering front counter, processing payments, balancing cash register, keep count of all equipment exchange and returns.

2007-2012			Choice Cable TV, Ponce, PR
Data Entry Administrative
Processing customers order.  Correcting and updating account information and addresses in the system.  Prepare manifest for next day work for contractors.  Closing completed work from previous day from contractors.  Taking orders from Direct Sales Representatives over the telephone.

1999-2006			Eastern CT Cable TV, Waterford, CT
Customer Service Representative
Answer customer calls
Taking new orders, disconnects, change of service
Answering billing questions and troubleshooting

1992-1999			Nutron Manufacturing Inc., New London, CT
Assembler
Group leader
Assembling emergency fixtures
In charge of testing each product (quality control)
Print labels for new products.  Packaging, shipping finish products and perform inventory of all items.

Education

1985			High School Diploma
			John F. Kennedy, Santa Isabel, PR
