__________________________________________

Cicely Willis ♦2909 Holt St.♦ Little Rock, AR 72204 ♦501.650.6135
Email: emerita152002@yahoo.com 
Dedicated, accomplished, sales/finance associate with proven record of exceeding expectations and individual quarterly goals set by supervisors and corporate headquarters, seeking rewarding positional opportunity in a vibrant, fast-paced, professional environment in which to contribute
Live Ops Call Center 
August 2014- Present  

Independent Customer Service Agent 
· Professionally process outbound sales and/or customer service calls 

· Respond to customer questions 

· Resolve customer issues

Prometric Testing Center

May 2014- March 2015
Test Center Administrator  

· Controlling test area by maintaining a working knowledge of policies, practices and procedures
Register and preparing candidate scorecards
Monitor candidates as they complete their exam                                                                              Gordman’s Dept. Store 

October 2013-December 2013

Seasonal Guest Services Associate

•
Processed customers’ returns, cash and layaway transactions

•
Prepared Gordman’s cardholder payments to be processed 

•
Maintained and balanced cash drawer at the close of business 

Hunter Hollis/U.S. Bank Home Mortgage 
June 2013-September 2013 

Temporary Mortgage trainee I

•
Processing Foreclosures for investor loans

•
Referring loans to Loss Mitigation        

•
Postponing sales when Necessary
F.I.S.  (Fidelity Information Services) 
June 2010- January 2013
Data Control Clerk Specialist  
•   Processed fine sort and item capture jobs and follows up on exception items

•   Balanced and corrected errors found on transactions processed by the proof area

•   Performed various transit and statement tasks to ensure accurate and timely distribution of transaction item

Arvest Bank Little Rock, AR

January 2010 – April 2010

Float Teller 

•   Processed transactions from the bank's customers by personal contact, mail, and night deposit

•   Maintained and balanced cash drawer by following established guidelines

WAL*MART Little Rock, AR

 March 2008-January 2010

WIRELESS CENTER/PHOTO LAB SUPERVISOR  

•   Assisted customers in finding mobile phones and cameras that will meet their needs
•   Delegated tasks for associates throughout the departments

Education:
Strayer University Little Rock, AR
January-2014-Present

 Shorter College N. Little Rock, AR

August 2013-December 2013 

ADDITIONAL INFORMATION:
•   Proficient in Microsoft word, Excel, outlook and Power Point
•   Over 4 years of experience in Customer Service and 2 years of Supervisor experience 
