Shirley Austin

9595 Pecos St #320

Denver. Co  80260

shirley.austin57@mail.com
720-690-2017

Goal:  I am a reliable, mature individual with many years experience running the front desk area  who is looking for longevity with a company that I can grow with. I am a team player and highly motivated and energetic. I am proficient in multi-tasking and require very little supervision. I feel with my expertise I would be a great asset to your company.      
Present:   

Nov 15. 2004 – Jan 12, 2015

All Copy Products
Front desk customer service representative

Answer 6 incoming lines and route accordingly

Dispatch service technicians
Distribute outgoing & incoming mail

Distribute faxes from email

Greet all customers

File all paper documents &  scan electronic documents

Schedule all meetings

Work with purchase orders & coding.
Proficient with outlook, fax machines, copiers, computers, scanners

Input data Microsoft Office & Excel spreadsheets

Order office supplies when needed
Keep office neat and orderly.

Strengths:   My Career is in Customer Service


        25 + in customer service 
        Perfect attendance

        Reliable (no small children)

        Received 5 awards for best in customer service

                    Require very little supervision


        Punctual (always arrive before scheduled work hrs)

Additional history and references upon request.

