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Education

B.S. Multimedia and Web Design The Art Institute of Portland

Technology Summary
 
Data Entry, Multiline phones, Filing, Office Machines, Customer Service,         
 Multi-tasking Windows 3.1/95/98/2000/XP/Vista/7/8 Microsoft PowerPoint Outlook, Excel
 Word, Sorting and distribution of company mail.
 Ensemble, CRM, System X,  Ease,  Radixx, Saber, 
 Apollo,  Firefox, Chrome, Internet Explorer. Lotus Notes, 
 Lotus Symphony ,Lotus Same Time, Maximo, PCOMM, Lawson, XBR. CCTP, BOSS,
SORD,

Work History

Customer Service and Sales Rep    	Aug 2013 –Oct 2014 
Convergys Denver, CO
· Retrieved Customer accounts with Customer Account Database (CRM),CCTP, and BOSS to assist with billing inquires and product knowledge
· Set up new accounts with CRM and System X
· Reviewed accounts for upgraded and made changes with CRM and EASE
· Conversed with other departments to resolve customer’s needs

Level 1 Help Desk					  Sep 2011-June 2012    
Kelly Services, IBM, Boulder, CO	
· Assist Belk personal from Store managers to Corporate executive assistants with password resets and report retrieval for their Customer Information Control System (CICS) 
· Unlocked and or reset LAN ID’s(windows log ins) with Active Director
· Reset Outlook passwords through the Microsoft administrative  website
· Logged into stores computer (remote desktop) to restart equipment such as RF scanners (retail inventory scanner and register scanners) and printers.
· Correspondence with team members and level 2 with Lotus Notes.
· Technical issues that could not be solved were transferred to Level 2 teams in the ticketing tool Maximo 
· Utilized communication with level to teams with Sametime (messenger)








Customer Service Representative						Dec 2006-Jun 2010
Great Lakes Aviation, Denver, CO
· Accessed passenger reservations in Software applications Apollo, Saber, and Radixx.
· Modified data regarding passenger reservations 
· Generated Passenger Talley of the next shift flights for weight and balance calculations
· Distributed inbound mail to various cities within the company
· Transported passenger luggage to connecting fligths


Customer Service Representative						Jul 2004-Sep 2006
Affiliated Computer Services, Portland, OR
· Retrieved cell phone accounts using Radix and updated Ensemble databases accordingly.
· Solved a multitude of customer concerns from billing to troubleshooting
     

Teachers Aid
Northglenn Christian Church, Northglenn, CO 	Aug 2012 - Present			
 Provide guidance and instruction for 4th and 5th grade children in multiple theological subjects.  
 
