	Shantae Brownlee

	328 East Hampton Avenue

	Honea Path, SC 29654

	864-378-0327 or 864-369-7092
Shantae328@yahoo.com

	Director of 1st Impressions/Receptionist/Customer Service
Dynamic, Results-Oriented, and Team-Spirited, Self Starter and Motivator


	Overview
	More than twelve years of professional office and business admnistration experience.     Exemplify leadership qualities and professionalism.
	Office Skills:
	Telephone & Front Desk Reception  Customer Service  Filing Database & Records Management  Executive & Administrative Support 
Reports & Spreadsheets    Complaint Handling  Data Entry (109 WPM)

	Computer Skills:
	Word  Excel  PowerPoint  Access  Visio  Outlook  Windows Vista/XP



•Familiar with Microsoft Word, Microsoft Excel, Quickbooks,  e-mail, the specialized systems and My Invoices & Estimates Deluxe Program


	
	

	
Professional Experience
	
Summit Place of Anderson
	2007-2008

	
	Receptionist/Director of 1st Impressions
(864) 222-9880
Answered Phones
Assisted the Executive Director, Business Office Manager, Marketing Dir. With their daily tasks
Customer Service & Relation
Office Managing
Marketing
Sorted mail for residents
Accompanied the residents to their doctor appts, periodacally.
Toured Potential residents and their families around the facility for possible residency. 
Mailed and filed residents monthly invoices.
Accepted payments and made bank deposits in the absence of the B.O.M.

	

	
	M.C.I Telecommunications
	1999-2005

	
	
Call Center
Handled customer complaints on day to day basis
Handled all customer service related issues regarding long distance service.

	

	
	HTI
(864) 622-1000
	Present

	
	Machine Operator
Produce Transmission Control Modules




                     



	


	Education & Qualifications
	Piedmont Technical College                                              Greenwood, SC    2004-2006
Certificate in Word Processing/Office Systems

Kaplan University                                                             Cedar Falls, IO 2010-

	References 

Laura & Robert Bowen (864) 369-9880 or (864) 958-0157
Rona Overton (864) 844-1029
Pastor Frances Cox (864) 318-8684 or (864) 328-9253
Christina Raines (864) 684-9372
Rena Tillman (228) 547-4377
Shelly Timms (864) 332-6680
Supporting Documentation Furnished Upon Request
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