Rachael Goode
1301 Park Avenue, Apt. 108 
Lynchburg, VA 24501
Email: r_goode101@yahoo.com ∙ Phone: 434-515-4338


PROFESSIONAL PROFILE

Well-organized and experienced in customer service and problem resolution. Computer-literate with excellent
oral and written communication skills. Detail-oriented with the ability to proofread documents and prepare
correspondence accurately. Competent at scheduling, meeting deadlines, and adapting to changing demands.
Highly motivated to apply my training and administrative support skills in an office setting.

WORK EXPERIENCE

Customer Service Representative/Call Center
Inservice America - Forest, VA - September 2014 to October 2014

Responsibilities:
· Log in to multiple systems so that I could receive calls from different clients.
· [bookmark: _GoBack]Place orders for customers, sign customers up for rallies.
· Campaign and make sales/donations.
· Take payments over the phone and verify information.
· Data entry.
· Acquired a thorough understanding of basic office/administrative procedures.
Accomplishments:
Did not exceed time on calls with customers. I assisted as quickly as possible and when I needed help I received it from the attending Business Analyst. 

Cashier/Customer Service
Wal-Mart - Lynchburg, VA - October 2013 to June 2014
Responsibilities:
· Manually task in to an assigned register.
· Count till before beginning shift. 
· Ring up customers quickly and efficiently while maintaining friendly conversation. 
· Operate cash register. Input request to management as needed for change or assistance. 
· Sign customers up for credit cards at the register.
Accomplishments
Impacted the company daily by being a quick, helpful worker. I had the ability to cross train in other departments to assist when short staffed.

Crew Member
Hardees - Lynchburg, VA - June 2011 to February 2013
Responsibilities: 
· Multi-tasked to take and prepare customer orders accurately.
· Inventoried supplies and wrote supply orders for management.
· Counted a money drawer at the beginning and at the end of every shift.
· Answered the telephone to address customer inquiries and complaints.

Server/Hostess
International House of Pancakes - Lynchburg, VA - October 2010 to April 2011
Responsibilities:
· Demonstrated the ability to learn new information quickly.
· Anticipated needs for frequent customers.
· Organized condiments, napkins, and table areas for future customers.

EDUCATION

Advanced Studies Diploma 							May 2011
Heritage High School,  Lynchburg, VA
