
Shirley R. Dix
18 Nona Drive
Trotwood, Ohio 45426 
(937)301-0898 Shirleydix87@yahoo.com

I am a motivated Customer Service Specialist with over 10 years of experience.  I have superior computer skills and telephone etiquette.  I am driven to exceed and deliver positive experiences. 

Work History
 Economy Linen (Team Lead) 5/2012-10/2013
· Managed employees to ensure quota attainment and efficiency
· Inspected products for quality assurance and customer satisfaction
· Reviewed product information for inventory control and shipping accuracy	
· Maintained a safe and appropriate work area
· Followed all procedures and labor policies
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Life Skills Center (Receptionist) 6/2008-5/2012
· Conducted administrative tasks to include maintaining a multi-line phone, copying, faxing, and collating
· Utilized my proficiency in Microsoft 
· Directed students and parents to destinations 
· Assisted with paperwork and intake questions

Wendy’s (Crew Trainer) 6/2005-10/2008
· Prepared a variety of food according to the customer’s orders
· Make sure all employees are following the proper food and safety policies
· Strictly followed all cash handling procedures
· Trained staff as well as performed all positions to include cashiering, food preparation, cooking, frying and running the drive-thru windows
· Communicated openly and honestly with staff and management to make sure each shift ran accurately and efficiently

Volunteer
Goodwill Easter Seals Miami Valley Work Experience Program (WEP Intern) 5/2014-present
· Assist in taking incoming telephone calls from staff, clients and agency partners; file and maintain client case information; contact employment sites to obtain timesheets and update information; provide administrative back up for Program Assistant to include faxing, scanning, shredding, copying, collating, and data entry;  working within software applications to include Microsoft Office and OnBase 

Education 
· Grantham University : Current studies in Business Administration 2014 to present
· Life Skills Center of Dayton: High school Diploma 2007
