					Carnita Brown			
				              313-659-8622
				    Cnitabro84@yahoo.com





		                           Mail Room Clerk
              Prepare documents for imaging, other Mailroom duties, as required




	● 1+ year of experience in customer service, mail room experience

	● Answer multi-phone line, or in person to provide information about
[bookmark: _GoBack]	   Products or services, take or enter orders, cancel accounts, or obtain
	   Details of complaints

	● Adaptive, Responsive, Organized, Reliable, Positive, Great work ethic

	● Typing skills, Microsoft word, Excel, Power Point skills, daily computer
               Usage, great customer service skills

	● Critical thinking, speaking, detail oriented, multi-task, flexible, efficient



Work History
United States Postal Service               Pontiac, MI               08/2011-06/2012
PSE Clerk
	● Forward mail, scan mail, verify name and address, process change
	   Of address (COA), key dead mail and nixie mail
	● Process work on multiple computer applications simultaneously 
	● Process 200 pieces of mail in 1 hour with 0 errors
	● Pay close attention to detail at all time, operate APC and BMC
	    Heavy lifting
	● Sort mail in proper containers, store mail properly


Grainger                           Oak Park, MI                     09/2006-01/2007
Customer Service Rep
	● Answer multi-phone line, help customer in person provide information
               About products
	● Order processing using SAP applications, cycle counts, pulling and packing
               Orders, loading and unloading skids in the warehouse
	● Cancel account, make payments to accounts, keep record of customer
               Transactions 
	● Make deposits of over $2,000 on a daily basis with 0 errors, manage petty
               Cash draw


Westin Hotel                 Detroit, MI                          01/2006-09/2006
Service Express Agent
	● Answer inbound phone line, make and confirm 40+ reservations with 
               0 errors using PBX systems
	● Keep record of room availability and guest accounts manually or using
               Computers, verifying information or data
	● Record guest comments, or complaints, referring customers to manager
               As necessary
	● Contact housekeeping or maintenance staff when guest report problems



Education
High School Diploma            Denby Tech & Prep High School         Detroit, MI
         




	


																																							
																								
                                                                     
																
				          
