Kristen Faith Boarman
391 Anderson Road
Martinsburg, WV 25404
Cell Number: 304-582-8599

Objectives: To obtain a position with your company, to educate and familiarize myself with all the aspects of your work environment and to gain knowledge while making a good impact on your company.

Work Experience:
• 04/2008 to 08/2011- Roberts Welding
-Administrative Assistant
 Duties:
· Making phone calls/setting up jobs
· Scheduling
· Payroll
· Filing
· Running errands/getting welding supplies
· Making sure equipment is running fine and smoothly
· Assisted in securing roofing on CVS building and assisted with other work similar to this on certain jobs

• 06/2007-11/2008- Dairy Queen
Cashier
Duties: 
· Providing excellent customer service
· Re-stocking products
· Cleaning
· Making beverage and ice cream products
· Closing the store


• 10/2009 to 02/2012- Dunkin Donuts
Cashier
Duties:
· Providing customers with great customer service
· Up-selling products
· Re-stocking merchandise 
· Making beverages and food items
· Closing the store/counting register systems(balancing)
· Opening the store
· cleaning


• 07/2012-07/2013- Merkle Response
Exception Services
Duties:
· handling credit card and cash donations made by merchants to organizations
· inputting data into Merkle Databases
· making sure data outputs were calculated properly and balanced for each organization
· operated signature machine for certain organizations and created files for signature machine
· stuffed and wrote addresses on numerous thank you letters 
· Assisted team lead and filled in for her absence at times.

•07/2013-Current- First Data
Contact Center Tech Specialist
Duties: 
· providing excellent customer service
· technical troubleshooting for many credit card terminals
· provisioning their systems for internet
· making sure information is correct on each account
· verifying security for each account in order to assist merchant
· educated the clients with their terminals/systems
· took supervisor calls when supervisor unavailable and assisted other agents


Education:
· Aug, 2007-May, 2011 
Hedgesville High School
             General Studies- Received High School Diploma in 2011

· April 2012- Current
Penn Foster College
Working towards an Associate’s Degree in Vet Technology

Skills:
· The ability to follow directions in a busy atmosphere
·  multi-tasking with ease
·  computer efficient
·  great customer service
·  very creative with personal tasks
·  great organizational skills
·  a quick learner
·  I have excellent administrative/secretarial skills
· Able to lift up to 60 lbs



References:
· Trina Miller : (301)-791-3100
· [bookmark: _GoBack]Kathi Johnson: (301)-665-4335
· Chad Roberts: (304)582-5544 
