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Brenda Lee Chambers

415 Adair Street A-1   Gainesville, GA 30501 (615 289-6757 Bleechambers06@gmail.com
Customer service/community service coordinator

· Communication Skills

· Payroll/Schedule


· Multiple Telephone Line

· Employee/Team Management

· Proficient in Microsoft Office Suites

· Detail-oriented 
· Food Preparation
· Conflict Resolution

· Organizational Skills
· Sales

· Customer Service
EDUCATION

Ashford University




Clinton, IA



2012

Bachelor of Science

Dean List                                                                                   GPA 3.30 

Mid-America Christian University 


     Oklahoma City. OK 


             1998

Bachelors of Art

Specialized Ministry Student of the Year Award 

PROFESSIONAL EXPERIENCE

Stay Home Mom/Student
                           Nashville, TN

                           August 2012 – Present
· Provided care for  my son and maintained safe home environment 
· Student at Ashford University
· Developed sound financial and budgetary procedures for family 

· Organized 3 – 4 major annual school  and church events

· Coordinated volunteer activities and schedule for parent volunteers
YMCA 





Nashville, TN

                       November 2011- August 2012

Lead Teacher  


· Establish and enforce rules for behavior, and procedures for maintaining order

· Engage in high-quality on-going professional development as defined by the Tennessee State Board of Education

· Identify and implement goals tailored to the student's individual needs and abilities 
· Excellent written and verbal communication skills
Stay Home Mom/Student
                           Jacksonville, FL 

                      August 2008 – November 2011 
· Provided care for my son and maintained safe home environment 
· Student at Ashford University
· Developed sound financial and budgetary procedures for family 

· Organized 3 – 4 major annual school  and church events

· Coordinated volunteer activities and schedule for parent volunteers
Citi Bank




Jacksonville, FL

                   April 2007 – August 2008

Customer Service Representative   

· Resolved customers' service or billing complaints by performing activities such as exchanging merchandise, refunding money, or adjusting bills

· Referred unresolved customer grievances to designated departments for further investigation

· Checked & ensured that appropriate changes were made to resolve customers' problems

· Provided exceptional customer service and conflict resolution to maintain client retention
Best Buy



Jacksonville, FL

                            September 2001 – April 2007

Customer Service Supervisor   

· Conferred with customers by telephone or in person to provide information about products or services, take or enter orders, cancel accounts, or obtain details of complaints

· Listened to and resolve customer complaints regarding services, products, or personnel

· Attended company meetings to exchange product information and coordinate work activities with other departments

· Planned and prepare work schedules, and assign employees to specific duties.

Lawton Church of God



 Lawton, OK

                March 2000 – August 2001
Youth Director

· Develop or direct study courses or religious education programs within congregations.

· Implement program plans by ordering needed materials, scheduling speakers, reserving space, or handling other administrative details.

· Select appropriate curricula or class structures for educational programs.

· Schedule special events such as camps, conferences, meetings, seminars, or retreats.

· Publicize programs through sources such as newsletters, bulletins, or mailings.

Albertsons




Oklahoma City, OK
      September 1995 – March 2000

Assistant Deli Manager 

· Scheduled and receive food and beverage deliveries, checking delivery contents to verify product quality and quantity

· Monitored budgets and payroll records, and review financial transactions to ensure that expenditures are authorized and budgeted

· Maintained food and equipment inventories, and keep inventory records

· Scheduled staff hours and assign duties

· Established standards for personnel performance and customer service

PROFESSIONAL ORGANIZATIONS & COMMUNITY INITATIVES
 
· Board Member, Fergus Simpson Foundation 2006-Present
· Member, Golden Key International Honor Society 2013- Ashford University

· Sunday School Teacher -1990-Present

· Student of the Year 1998- Mid America Christian University

· Nominated to attend the Envision Global Forum on International Relations & Diplomacy being held in China in June 2014.

