Maria Sheridan
720-254-3524/720-354-0127
mariasederdahl@yahoo.com
______________

Objective
To secure a position in a company that offers challenge and opportunity for my career development and at the same time serve the organization to the best of my capabilities. I would like to gain new skills while utilizing my current area of expertise in the customer service field and good interpersonal communication skills.
Capabilities
•Bilingual, proficient in Spanish and English.
•Knowledgeable with all aspects of general office maintenance, including typing, emailing, and trouble-shooting.
• Experience working in a Call-center, learning new software systems, and troubleshooting.
• Experience making reservations, collecting payments, and dealing with difficult guests/customers working in a fast pace environment.
Employment
09/2012 to 10/2013 MCC Call Center Representative
Mohave Community College, Kingman Arizona
Duties
Making and taking calls from/to students, staff, and general constituents.
Providing counseling and offering solutions to students’ admission and financial aid inquiries.
Trouble-shooting college software (blackboard learn), resetting passwords and answering e-mails.
Registering students for non-credit classes and taking payments by phone.
Providing up –to- date information within the college’s departments, and showing compliance with federal regulations.
Applying excellent phone etiquette skills making sure to build rapport with callers. Using good communication and listening skills to help callers in a fast and accurate manner.  
Making sure to respond to students' e-mail inquiries as soon as possible and also transferring calls to specific departments.
Using and learning new software was an important part of my job as a call center agent.
12/11-03/12 Detention Officer
Mohave County / Sheriff Dept. Kingman, Arizona
Duties
Supervising inmates’ compliance with jail rules and norms.
Taking phone calls, writing reports, and keeping inmates’ files in order and current.
11/2010 – 12/2011 OIU secretary and Commissary clerk
MTC Trains, Arizona Department of Correction, Golden Valley, Arizona
Duties: Filing documents, writing e-mails and processing inmate's documents and files. 
As a Commissary Clerk, duties were attending customers, answering phone calls, writing reports. Also supervising the store and the staff assigned to work inside the store, keeping store's inventories updated and accurate, also filing receipts and making refunds in a timely manner. 
7/2008 - 4/2010 Front Desk Clerk
Aquarius Casino and Resort, Laughlin, Nevada
 Duties
[bookmark: _GoBack] Providing great customer service with an upbeat and positive attitude while checking in guests to their corresponding rooms. Also responsible to assist guests’ needs and questions, taking phone calls and making room reservations as well as collecting payment for hotel charges. Applying good interpersonal skills in dealing with difficult guests by maintaining a polite and professional attitude.
Education
2013-2014 Northern Arizona University (currently enrolled)
In pursue of my B.A in Public Administration (24 credits to go)
2008-2012 Mohave Community College
Graduated with an Associate degree in Social Behavioral Science.
2004-2006 Pontificia Universidad Católica del Perú in Lima-Perú
Took 60 credits towards a degree in Pre-Law.





















































