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Customer Service Coordinator 
 Customer Service Coordinator with supervisor experience working with front line employees; building positive and supportive cultures in a professional and collaborative team environment in a time sensitive department.  Experience coordinating, prioritizing, quickly digesting multiple situations and consistently providing credible positive outcomes while enhancing our company’s presence in the data processing industry. Consistently exceed customer service expectations, proven team leader; honest, positive, enthusiastic, and resourceful. 
ATTRIBUTES 
· Exceptional customer service   
· Lead ethically, serve thoughtfully  
· Positive – team player 
· Reliability – Consistency   
· Timeline awareness - multi-tasking 
· Strong Data Entry (16500 key/hr)
· Strong verbal and writing skills
· Infectious enthusiasm  


EDUCATION  
· Metro State College Denver, Business Management 
·  Arapahoe County Law Enforcement Cadet- Trained in all aspects of Law Enforcement Operations
· Cherry Creek High School 

PROFESSIONAL EXPERIENCE 
Lockbox Coordinator      First Data Corporation    		            May 1999-August 2014                                                           
· Suite Safety Supervisor, ensuring all visitors, and staff from lockbox and nearby suites are evacuated and congregated in appropriate locations depending on the type of emergency situation or drill.
· Manage, prioritize and quickly digest multiple situations and consistently provide credible positive outcomes with seasonal volumes, weather/traffic complications, clients’ needs and deadlines. 
· Provide personalized, technical, and professional customer service to enhance the value of customer’s business
· Monthly Billing for 100 plus clients
· Process and Deposit Customers Deposits according to their individual needs providing data entry/accounts receivable reports
· Payroll

 Night Auditor and Accountant Assistant    Embassy Suites 			    1994-1999
· Facilitating guest and group check in and check outs, 
· Preparing Courtesy bills, box breakfast and Newspaper delivery to individual guest suites to facilitate in guest’s individual departure needs.
· Closeout, Checkout and Balance of Restaurant/ Bartenders Daily receipts to include all credit card charges, cash payments and room charges.
· Assist Accountant with billing of in-house accounts, entering in accounts payable and receivable invoices.  Calling references and Credit Checks for New Clients and Business needing direct bill options.
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Cashie0r/Assistant/General Manager    Total Petroleum                                        1991-1999
· Motivating staff and creating a teamwork environment to minimize theft both internally and externally.
· Daily Reports of merchandise and petroleum sales.
· Daily Manual Check of Petroleum Product for water and product levels
· Ordering product and supplies for the store and maintaining positive margins with stores individual budget guidelines
· Monthly change out of all signage inside and out for current company promotions.
· Weekly gas price checks to stay competitive with the competition
· Working with monthly outside auditors to ensure inventory audits are to company standards
· Ensuring Clean pumps, drive ways, restrooms and all products individually marked with correct price
· Scheduling, payroll, interviewing, training of all new employees 
· Processing all employee new hire and termination paperwork
· Responsible for taking cash deposits to the bank or night drop daily
· Managed store closest to the Vice Presidents of the Company and received positive feedback consistently from VP and outside secret shoppers for my team



VOLUNTEER /ACTIVITIES
· German Shepherd Dog Rescue -Foster Mom to over 80 dogs 
· Food Bank of the Rockies- packing boxes and going thru donations received
· Salvation Army- counting Christmas kettle donations and preparing deposits and taking to the bank.  
· Salvation Army-collected money from First Data employees, bought Christmas presents for a family in need and delivered to Outreach Center
· St. Louis School,  participate various fundraising activities  



SKILLS & ACCOMPLISHMENTS
· MS Office, Word, Excel
· Peoplesoft
· Wausau

