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	Objective
	Seeking a professional environment, with emphasis on hard work and fast pace environment. 

	Skills & Abilities
	Customer service oriented, with a professional appearance and attitude. Efficient with computers, and basic math, reading, writing skills. Able to learn at fast pace. 

	Experience
	Customer service representative Novo 1
11-2015-present
Answered phones for large insurance company, answering claims, and billing questions. Organized notes, with Microsoft Excel, used email, and multiple websites to deliver excellent customer service.
Customer Service representative PNC bank
02-2014 to 08-2015
Answered phone calls, helped manage customer accounts, giving options with solutions to problems. Problem solving, research questions that customers called in with. Maintained relaxed can do attitude in fast paced environment. 
Customer Service representative/ Sales NOVO 1
07-2013 to 02-2014
Worked for large insurance company, as a licensed insurance sales representative. Signed customers up with appropriated plans, giving accurate quotes, and benefit information. 
Class room aide
09-2012 to 06-2013
Assisted on the bus, and in the classroom with students age’s three to five. Prepared snack, and lunches. Helped manage classroom activities, such as art, singing, reading, and activity tables. Sanitized room for next day activities. 
Home health aide
03-2009 to 08-2012
Dispensed medication, and helped individuals with disabilities with activities of daily living. Provided transportation to and from appointments. Arranged calendars, for work and volunteer activities. Helped with daily cleaning, cooking, shopping, and hygiene.  

	Education
	Hopkins High school, Hopkins, Michigan 
Diploma/General 
Finished high school with GPA of 2.5 with general studies. 
University of Phoenix, ALLEGAN, MICHIGAN 
Associates degree/ Elementary arts
 Finished degree with 2.9 GPA with concentration in Elementary arts.  

	Communication
	[bookmark: _GoBack]Have taken classes in service mentor, learning to use verbal skills to gain positive relationships. Currently attending University for business degree. 
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