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Career Overview
I am a well-rounded and dedicated customer service representative who’s motivated by delivering excellent customer service, one call resolutions, maintaining customer and business relationships and contribute to company success. I am seeking a position where my skills will be further developed and utilized.

Work Experience
	Blue Rose Tattoo & Piercing							September 2014 to Current
Personal Assistant to Joseph					          			  Denver, CO
-	Coordinated week-by-week appointments and follow-up calls
-	Successfully interacted with clients to address exact desires of body art
-	Screened telephone calls and inquiries and directed them as appropriate
-	Typed documents, updated websites and compiled information for meetings

Dish Network Call Center						             November 2013 to April 2014
	Customer Service Representative								Thornton, CO
· Answered back to back calls while accessing each account holders info and account separately
· Upsold valuable premium packages, maintained satisfaction of customers
· Accurately notated and transferred all calls needing to go to other departments
· “Saved” unsatisfied customers from switching to competition

Endless Ink Tattoo								      August 2012 to May 2014
Personal Assistant to Joseph									Denver, CO
· Coordinated week-by-week appointments and follow-up calls
· Successfully interacted with clients to address exact desires of body art
· Screened telephone calls and inquiries and directed them as appropriate
· Typed documents, updated websites and compiled information for meetings

7-Eleven							                  02/12 - 07/13 & 09/14-11/14
	Customer Sales Representative						Arvada, CO & Commerce City, CO
· Organized weekly sales reports for the sales department to track product success.
· Prevented Store losses using awareness, attention to detail and integrity.
· Trained new employees accordingly
· Accurately logged all daily shipping and receiving orders

Education Background
Community College of Aurora								    2013
Associate of Arts: Business								Aurora, CO, USA

· Coursework in Marketing and Public Relations
· Office Administration coursework

Skills
· WPM:  45.5		-   Account management	-   Cash Handling	-  Microsoft Office

References Available Upon Request
