TAYLOR BORDELON
1339 Quari St Apt 323						              	                     Phone: 720-308-5864
Aurora, CO, 80011						                  Email:ambitiousdreamer2013@yahoo.com   


AREAS OF EXPERTISE 


	· Social Media Management
· Sales & Event Planning
· Customer Service
· Database Entry
	· Microsoft Office
· Paperwork Processing
· Employee training

	· Inventory Control
· Communication & Negotiation





KEY SKILLS ASSESSMENT

Train employees. Control inventory & manage deposits. Ability to handle multiple tasks and work in a team environment. Excellent communication skill to maintain good relations with customers and co-workers as well as the ability to communicate with all levels of management relating to client support.
Fax, copy, scan, e-mail, schedule, & maintain records. Coordinate inter & intradepartmental communications. Possess strong communication skills as well as analytical and problem solving skills, highly organized with great attention to detail and follow –through.


PROFESSIONAL EXPERIENCE

24/7 INTOUCH, AURORA, CO 						          JULY 2014 - PRESENT
CUSTOMER SERVICE RESPRESENTATIVE

· Answer Phones
· An unwavering commitment to customer service, with the ability to build productive relationships, resolve complex issues and win customer loyalty.
· Providing quality service to customers and associates inquiring about the availability of products
· Built a loyal customer base
· Assist with paperwork
· [bookmark: _GoBack]Resolve customer complaints

CIRCLE K, ENGLEWOOD, CO 						          MARCH 2013– JULY 2014
CUSTOMER SERVICE RESPRESENTATIVE

· Responsible for handling money
· Answer Phones, handle sales
· An unwavering commitment to customer service, with the ability to build productive relationships, resolve complex issues and win customer loyalty.
· Providing quality service to customers and associates inquiring about the availability of products
· Built a loyal customer base
· Proficient in stocking and rotating retail items
· Highly skilled in using POS (Point of Sales) touch screen register and handling cash
· Assist with paperwork
· Assist in cost control and inventory
· Resolve customer complaints




SAFEWAY, CENTENNIAL, CO 			                                                                       SEPT.  2013-    DEC  2013
CASHIER / FLORAL CLERK 

· Responsible for handling money, providing great customer service skills and stocking store. 
· Designed floral arrangements for store. Responsible for ordering and stocking floral department 
· Ensured customers were satisfied with every part of the floral experience, from initial greeting through order completion.
· Helped customers identify products that best suited their needs.
· Checked stock availability to fill scheduled deliveries
· Balanced receipts with daily register tape
· Resolve customer complaints



EDUCATION 

High School Diploma -2013


SPECIAL SKILLS

• Ability to work in a fast paced environment
• Good attention to detail
• Excellent communication and interpersonal skills
• Positive attitude and pleasant demeanor



