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Melissa Lamkin

	Objective

	
	I am seeking the opportunity to work with a successful and thriving organization, where I can effectively utilize my strengths in customer service and sales to assist with the companies continued success. My ultimate goal is to work with a team in a positive environment that is focused on meeting and exceeding industry standards.  I thrive when working in a fast paced, service oriented sales environment and believe I would be a great asset to your current team.

	Professional experience

	
	November 2014– Present
Sears Home Services
                                                               Aurora, CO

Marketing Representative

I currently work as a direct marketing representative for the Home Services Department of Sears. My responsibilities include visiting stores and various trade shows in order to promote Sears Home Services to potential clients. This is a commission based position that requires I work independently and take initiative to interact with customers and engage them in conversation about future home projects. This requires strong professional communication skills and the ability to connect with potential customers. The most important aspect of these interactions is gathering contact information and setting appointment to meet with our design consultants about the services and projects that our company provides.
August 2014– November 2014
24-7 Intouch
                                                               Aurora, CO

Customer Service Associate

I worked as an e-commerce point of contact for rue21 clothing stores. As a representative for this campaign my responsibilities included :

· Responding to inbound calls and gathering as well as verifying required information from customers
· Presenting customer service solutions, suggesting additional items, cross sell/up sell products as well as presenting current promotions
· Providing information to the customer and placing appropriate notes in system indicating exactly what action was taken or needs to be taken

· Ensuring proper security procedures are followed on all e-commerce customer interactions

· Successfully multitasking by responding to social media through Percolate, responding to customer emails, checking databases to provide order information and as well tracking orders simultaneously on a dual monitor system.
November 2013– September 2014
Kohl’s Department Store
                                                               Aurora, CO
Customer Service Associate
I worked primarily at the Customer Service Desk where my duties include:

· Creating positive customer service through customer transactions that are processed accurately and efficiently

· Providing clear explanations of store policies and procedures and resolving customer issues in a positive manner that ensures satisfaction and return business

· Open, close and balance registers and records information on a balance sheet as well as balancing and processing refunds and media from both sales and return registers
· Accept and process credit card payments for customers and assist with the store credit application process
· Assist with inventory recovery in all departments
April 2012 – August 2013
Fairfield Residential
Dallas, Texas
Assistant Manager

I returned to Fairfield Residential and was promoted to Assistant Manager at The Versailles, a 388 unit property where my responsibilities included:

· Assisting with the supervision and training of the leasing staff as well as coordinating marketing efforts of the property in order to increase traffic and overall occupancy
· Conducting audits of all files to ensure they are in order according to Fairfield standards and training the leasing teams on these expectations
· Inspecting all vacant units and documenting applicable charges in order to prepare final resident dispositions
· Collecting and posting rent as well as any additional charges and maintaining an organized system of collections from past residents
· Completion of monthly reporting including financial reporting to owners, marketing reports and Accounting Month End
August 2011 –March 2012
Element National Management -Cedar Hill, Texas

Leasing Consultant
I developed excellent time management skills while working at Legacy of Cedar Hill, which is a large, fast paced community with 600 units. During my time here I helped significantly increase occupancy, assisted in developing marketing strategies, and increased the overall standard of customer service for the property. I also assisted in the redesign and redevelopment of the property as they transitioned from a tax credit to conventional status.
April 2009 – August 2011
Fairfield Residential
Dallas, Texas

Leasing Consultant
I was originally hired by Fairfield Residential to assist in the completion of their lease up at 15777 Quorum. There I worked closely with a team to increase leased percentages for a lease up property to passed what would be required to transition into an established property status in less than one years time, which exceeds the industry standard.

After a year with the company I was transferred to The Vista-Victory Park. While  on this property I accomplished the following:

· Implemented office reorganization and increased overall efficiency.
· Increased lease percentages from the low nineties to 100% leased for the first time since The Vista opened in 2007.
· I also worked closely with the property manager to develop new creative marketing strategies as well as planning and implementing social events for the community and revamping our use of social media marketing techniques.

· My daily focus was on offering a high level of personalized customer service in order to maintain high levels of resident retention and customer loyalty. This also worked well in creating an effective word of mouth marketing strategy.
September 2008 – March 2009
Price Realty Corp.
Dallas, Texas

Leasing Consultant

I worked as the sole leasing consultant at this North Dallas property and  was able to successfully increase and maintain the occupancy levels at this as well as gain a great deal of experience in the various aspects of property management such as:
· Created and implemented all marketing strategies.
· Conducted market research of local competitors.
· Prepared required paper work and conducted the approval process for all applicants.
· Received and posted monthly rental fees and prepared bank deposits for management.
· Prepared weekly reports detailing traffic, maintenance progress, outstanding balances, etc. for the corporate office.
.

January 2006 – April 2007

J. Hester Properties
Euless, Texas

Leasing Consultant

I worked as a part time leasing consultant, focused on presenting community features and benefits to potential residents, which helped to maintain the property’s already high occupancy level, which was on average 97-100% during the course of my employment.

July 2005– January 2006

ABBA Staffing
                                                               Grapevine, Texas

Customer Service Temp.

Worked as an on call temporary employee, available to work a variety of customer service oriented jobs, including but not limited to, receptionist, call center representative or office assistant.



	
	

	Education

	
	2004-2007
Tarrant County College
Arlington, Texas

My degree focus was in business management, marketing and communications.


