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Summary of Skills

· 10 years of experience providing customer support in retail and office environments.
· An unwavering commitment to customer service, with the ability to build productive relationships ensuring customer loyalty while working at the Center for Economic Progress.
· Strategically managed upset customers, conflicts and challenging situations while working in a retail setting.
Experience:

Masterson Staffing	Owatonna, MN
Full Temp/Brown’s Printing/Zumbro River Brand/Foam Craft	03/2014 to Current
· Worked various jobs as needed for fill in with major companies.
· Complied with company guidelines and instructions.
· Operated equipment such as forklift, pop up saw, nail guns, take temperature reading, provide samples, general housekeeping, also operated a palletizer machine increasing production by 70%.
· Ability to lift 20-70 lbs. daily.

Market Probe	Kenosha, WI
Telephone Research Interviewer	09/2012 to 01/2014
· Conduct interviews with respondents reading from a script on a computer.
· Collect data to provide vital information to some of the largest companies in North America.
· Monitor and enter answers into a (CATI) software program using computer keyboard.

Family Dollar	Minneapolis, MN
Customer Service Representative	05/2012 to 09/2012
· Unloading of trucks weekly and stocking products in a timely manner increasing sales by 80%.
· Sought out work orders and completed jobs independently ensuring weekly sales.
· Installed shelves and created spacing for overstocked items.
· Communicated with team verbally to achieve daily output goals, making sure that all finished products met stringent quality standards.

Michael’s Fresh Market	Chicago, IL	
Meat Wrapper	06/2010 to 04/2011
· Wrapped and packed all meat items for sales and distribution.
· Counted, priced and labeled finished product according to sales of store, ensuring quality and uniformity of finished products.
· Performed general housekeeping of all refrigerated systems. 

Center for Economic Progress	Chicago, IL
Tax-Site Assistant	01/2008 to 04/2010
· Performed key intake duties including administrative assistance as needed.
· Screened clients for eligibility to participate in tax assistance program.
· Managed team of 2-3 employees providing guidance and instructions to complete projects.

Spherion Corporation	Chicago, IL
Document Specialist/Customer Service	04/2006 to 09/2006
· Filed and scanned documents using imaging equipment ensuring quality of product.
· Served as liaison between companies and couriers often receiving and forwarding packages to appropriate persons and departments.
· Packaged and addressed all parcel for pick up in compliance with company guidelines.

Aronson’s Furniture, Rooms & More	Chicago, IL
Sales Associate/Customer Service 	01/2006 to 04/2006
· Assisted customers with purchases of electronics, appliances, various styles of furniture.
· Provided product knowledge in the areas of fabrics and design. 
· Ensured customer satisfaction.



Education:

Twin Cities RISE!	St Paul, MN
Professional Development Training	08/2014
· Developed skills related to professional writing, public speaking, and appropriate workplace communication including conflict resolution, feedback, mediation and teamwork.
· Demonstrated proficiency in Microsoft Word, Outlook, Internet access, keyboarding (30 wpm) and 10-key (8,000 ksph). 

Career Clinic	Chicago, IL
Hospitality Academy at McCormick Place	06/2009
· Accelerated program with emphasis on career coaching to achieve the skills needed to compete in the marketplace and to re-enter the workforce.
· IDPH Foodservice Sanitation Certificate
· Illinois BASSET Certificate
· Chicago Summer Festival Food Sanitation Certificate


Kennedy King College	Chicago, IL
Associates of Arts – General Studies	11/25/2010
Military:
Army National Guard	Ft. Leonard Wood, MO
Private First Class – Transportation Specialist	1996 - 1999
