Nukesse J. Ross
177 Battlefield View Lane Appomattox, VA 24522 •  (434)485-1037 • nross030@gmail.com
Summary of qualifications

Data Input, Keyboarding/Computer Applications 
Computer and Information Systems 
Extensive customer service experience 
Works well under pressure
Experience in office environment 
Very well organized 
Experience with deadlines 
Extensive experience with Microsoft Office 
Works well both independently and in a group setting 
Adaptable 
Receptive to change 
Initiates and executes tasks well 
Inquisitive 
Creative

Exeperience with Inventory & Material control
EMPLOYMENT

Sept 2013- Present                                               Xerox                                                 Lynchburg, VA

                                                                   Transaction Processor

Researched healthcare claim information and document findings from electronic/scanned claim forms. 

Provide administrative support to business operations by performing processing tasks such as; data   entry, scanning, and mail sorting. Perform data entry of material from source documents to a computer database. Transcribe routine pre-coded and identifiable alphanumeric data from source document. Ensures accuracy and completeness data. Perform clerical tasks in the data entry function. Receives and distribute incoming mail and materials to different departments.

Dec 2009 -Present                                  United States Army Reserve           Richmond, VA
Automated Logistical Specialist
Establishes and maintains stock records and other documents such as; inventory, material control, accounting and supply reports. Establishes and maintains automated and manual accounting records, posts receipts and turn-ins, and performs dues-ins and dues-outs accounting. Corrects error and exception documents. Reviews and verifies quantities received against bills of lading, contracts, purchase requests, and shipping documents. Unloads, unpacks, visually inspects, counts, segregates, pelletizes, and stores incoming supplies and equipment. 1 Credit hour in First Aid. Assist with implementation of approved plans that protect people and equipment.  Reviews and verifies quantities received according to purchase request.
May 2012 -April 2013                          Department of Emergency Services          Lynchburg, VA

Public Safety Communications Specialist
Processes 911 and non-emergency calls for police, fire, ems, rescue and public works. Call assessment,           obtaining crucial and pertinent information, frequently from hysterical or irate callers; classifies and prioritizes problem, determines and coordinates appropriate response by emergency personnel and equipment. Provide necessary Emergency Medical Dispatch instructions to callers experiencing medical crises. Monitors public safety units and maintains status of each to effectively coordinate response. Handles time-sensitive and confidential information, determining dissemination of same. Operates various complex communications equipment, such as Nationwide Criminal Information Network, 800 MHz regional radio system, and computer aided dispatch system. Sends, receives, and disseminates messages to and from other agencies and jurisdictions through the Virginia Criminal Information Network (VCIN). Executes extensive file searches and updates relative to location history, hazard information and record management data. Makes appropriate notifications, such as alarm notifications, wrecker service, etc., as requested by     public safety responders

October 2011- February 2012                                            J. Crew                                  Lynchburg, VA

                                                                              Call Center Representative
 Engaging the customer to determine the most appropriate products & services to offer.Resolving the customer’s need – be it by completing a sale, tracking the process of a shipment, or  effectively processing post-sale credits and charges.
 
June 2009 –June 2011                                                 Inservice America                        Forest, VA
Customer Service Representative

Data entry, filing paperwork, high volumes of telephone calls (incoming and outgoing), process debit and check cards, took donations for different companies. Praying for personal needs with callers.
EDUCATION
2007 - Present
                 Liberty University
                           Lynchburg, VA

Bachelors in Psychology

               04/2010-06/2010                          Quarter Master School                         Fort Lee, VA
Automated Logistical Specialist

    2003 - 2007
            Buckingham Co. High School
                Buckingham, VA

Advanced Studies H.S. Diploma

REFERENCES    Available upon request
