CIERRA HUDSON

2251 Emerson Ave, Dayton, OH 45406 / H: 937-903-0603 / C: 937-818-7670 / cierramh14@gmail.com

SUMMARY

Dedicated Customer Service Representative motivated to maintain customer satisfaction and contribute to company succes​s. Administrative Assistant focused on driving productivity by leveraging strong front office management skills.

HIGHLIGHTS

· Cash handling accuracy



Professional and mature
· Strong communication skills



Skilled multi-tasker
· Customer- and service-orient​ed



Meticulous attention to detail
· Energetic self-starter




Strong problem solver​
ACCOMPLISHMENTS

Customer Interface

· Greeted customers upon entrance and handled all cash and credit transactions. 

· Assisted customers over the phone regarding store operations, product, promotions and orders.

Property Management Assistant

· Increased office organization by developing more efficient filing system and customer database protocols.

EXPERIENCE
09/2012 to Current
Property Management Assistant




BC Property Investments LLC – Dayton, OH
Conducted inventories of and delivered building supplies. Handled incoming and outgoing correspondence, including mail, email and faxes. Schedule appointments for property showings to potential renters. Take maintenance calls from tenants.
03/2012 to 08/2012
Sales Support/Cashier

Fredericks of Hollywood – Beavercreek, OH

Maintained friendly and professional customer interactions. Recommended merchandise based on customer needs. Operated a cash register to process cash, check and credit card transactions.
10/2011 to 02/2012
Retail Sales Specialist



Elder-Beerman – Dayton, OH

Placed special orders and called other stores to find desired items. Operated a cash register to process cash, check and credit card transactions. Administered all point of sale opening and closing procedures.

11/2009 to 04/2011
Sales Support/Cashier




JcPenney – Beavercreek, OH

Maintained visually appealing and effective displays for the entire store. Consulted with customers on the latest styles and trends. Built customer confidence by actively listening to their concerns and giving appropriate feedback. Kept the showroom clean and maintained neat, orderly product displays.
EDUCATION

2009


High School Diploma




Trotwood-Madison High – Trotwood, OH, United States




Pharmacy Technician




Sinclair Community College – Englewood, OH, United States

