Meggen Maxwell
2612 Harlan Street. Megann_max@msn.com 3035210381
My Objective is to assist with increasing internal and external customer satisfaction by utilizing customer service strategies and effective communication with key decision makers as well as assisting with cost savings and sustainability goals for the company. Provide only the best customer care, with increasing internal and external customer satisfaction by utilizing customer service strategies and effective communication with key decision makers as well as assisting with cost savings and sustainability goals for the company. Provide only the best customer care
PROFESSIONAL EXPERIENCE

Triton Environment 
Commerce City, CO






          (06/2014-07/2014)

Performance Highlights:


· Customer Service Administrator 

· Helped the IT department.

· Arrange essential mail in priority, Processed checks
· Set Task for daily goals, called new clients to assure the best customer care. 

· Set up new clients, and accounts in system 

· Process orders.
· Be the face of the company, when meeting guest and new clients.
· Took a constant inventory. Purchased when needed 
Klein and Company 
Golden, Co.






          (04/2014-06/2014)
Performance Highlights:

· Customer Service Administrator 

· Helped the accounting department with running checks, keeping an updated book.

· Arrange essential mail in priority

· Set Task for daily goals, called new clients to assure the best customer care. 

· Set up new clients, and accounts in system 

· Do phone surveys/inquiries as needed  according to procedure, Filing all reports

· Be the face of the company, when meeting guest and new clients.

Samuel Son & CO: Customer Service Administrator

Wheat Ridge, CO






         (01/2014-04/2014) 

Performance Highlights:
· Coordinate work flow Update and chase delegated tasks to ensure progress to deadlines

· Take initiative in manager’s absence. 

· Keep projects on schedule.

·  Maintain procedures manual to ensure consistent performance of routines.

· Compose correspondence/reports for own or manager’s signature Arrange essential mail in priority action order for boss.

· Check deadlines on incoming requests and put preliminary work in play. As needed.

· Answer Phones as needed

· Take orders for customers.

· Keep track of supplies needed in office, as well as order needed supplies/stock. 

Comptroller of the Currency -Front desk Secretary

Denver, CO  




          (08/2014-10/2014) 
Performance Highlights:
· Helping out in Mail Room 
· Setting up meetings for Senators, and other Government workers. 

· Scheduling meetings 

· Keeping office clean

· Filling all data needed, both on the computer and in file room

· Answering phones

· Collecting data. 

Banfeild Pet hospital- Client service coordinator  
Broomfield, CO.









          (04/2014-08/2014)
Performance Highlights:
· Provided excellent customer service to an average of 30 clients daily, of all means and diversity.  

· Ensuring proper documentation is provided during all interactions with the member.         Handel up to 5 customers at a time. .

· Quickly and effectively resolved customer issues or challenges using analytical or creative problem solving skills.

· Utilizing first call resolution skills on a consistent basis       

· Maintain customer satisfaction constantly seeking new ways to improve customer service.

· Set customers up on health plans for pets. Explained all benefits and different plans to client.      

· Evaluate data to determine & implement the appropriate course of action to resolve the complaint and

EDUCATION
Diploma, Basic Skills, 3.2 GPA– Brighton High School, Brighton, CO
· Graduate with College Credits, 

· Earned CNA Certification  

· Was lead in Auto Team as well as Drama Team
· Graduated early  

EMT/ Medical Terminology, and Computer Classes, Front Range Community College – Westminster, CO
· I was one of the head team leaders in my EMT classes
Study Of Human Behavior, Applied Social Sciences, , CSU Global – Fort Collins, CO 
Skills:

Computer:

Microsoft, Word, Excel, Power Point, Adobe Illustrator, Adobe InDesign, Adobe Photoshop, Microsoft Office, Microsoft Outlook, Microsoft Publisher, WPM 35 
Strives for Perfection:

I strive to get the job done right, I always meet dead- line goals, working teams I feel I always make a great leader
Working in Hard Situations:

I have worked as a CNA/ HOSPICE working with my resident in their time of need, alongside with the families. 
Meeting sales goals in retail jobs. 

Working with unhappy customers, to find the issues and fix it. 

I can take any unhappy customer, and make them a returning customer. 


