Jennifer Castaneda
Westminster, Co 80030
(P) 720-257-1081
[bookmark: _GoBack](E) JenniferCastaneda77@gmail.com
Career Overview
I am seeking a position in Customer Service, and account manager experience will be further developed and utilized. I have 4 years of experience providing customer support in busy environments. I listen attentively, solve problems creatively, and find common ground to achieve outcomes. I have a commitment to customer service, with the ability to build productive relationships, and resolve complex issues.
Core Strengths
Strong organizational skills					Fast learner
Creative problem solver						Strong client relations
Listening skills							Energetic work attitude
Excellent communication skills					Training development
Mediation							Telephone inquiries 
Telecommunication skills					Customer service 
Multi-line phone usage						Credit card processing
MS Windows proficient						55+ WPM
__________________________________________________________________________________________________________
Accomplishments
Earned highest marks for customer satisfaction, company-wide
Consistently received positive feedback from guests and created repeat business by developing long-term relationships with customers.
 Handled guest complaints, maintaining a positive dining experience for all rest
Greeted customers upon entrance and handled all cash and credit transactions
Assisted customers over the phone regarding store operations, product, promotions and orders
Handled cash, check, credit and automatic debit card transactions with 100% accuracy
Professionally processed 80+ calls per day, providing information and service to ensure customer satisfaction
Worked with company systems such as Live Support and diligently completed all assigned tasks, working overtime as needed 
Responsible for handling customer account inquiries, accurately providing information to ensure resolution of product/service complaints and ensure customer satisfaction
Work Experience

ESM- Westminster Co          12/2012-Current 
Education Specialist 
Outbound calls to students 
Qualifying students prior to transfer to Admission representatives 
Inbound Customer Service


PromoTech- Louisville Co          03/2012-10/2012 – 
Support Solutions 
Testing company phone numbers/ voicemails (40 Phone Lines)
Testing company fax lines
Error Resolution Calls
Inbound Customer Service
Training new hires
Provided customer service for an average of 60 calls per day, answering customer inquiries, solving problems, and providing new product information
Cross-trained and provided back-up for other customer service representatives when needed
Promptly responded to general inquiries from members, staff, and clients via mail, e-mail and fax

Excel Personnel	- Louisville Co	6/2010-03/2012 
Pharmaceutical Call Center
Support Solutions 
Testing company phone numbers/ voicemails (40 Phone Lines)
Testing company fax lines
Error Resolution Calls
Inbound Customer Service
Training new hires
Provided customer service for an average of 60 calls per day, answering customer inquiries, solving problems, and providing new product information
Cross-trained and provided back-up for other customer service representatives when needed
Promptly responded to general inquiries from members, staff, and clients via mail, e-mail and fax
Receptionist
Directed calls to appropriate individuals and departments. 
Greeting clients
Elementary School Admissions Data Entry
Sorting incoming mail
Sorting, alphabetizing, filing, data entry of previous school records
Switchboard Operator
Transferring incoming calls to appropriate agents
Greeting clients
Warehouse Order Puller
Fulfilling incoming customer orders for seed
Packing and sending custom orders
Quality Assurance of product orders


Remedy Staffing- Aurora Co 	3/2010-6/2010
Warehouse Order Puller
Building custom orders for school for educational book kits
Close attention to detail
Quality Assurance of product orders

Office Team- Boulder CO	12/2009-2/2010
Opening incoming clients’ mail
Preparing incoming mail for scanning into client accounts
Scanning files into clients’ accounts
Filing clients hard copy information into file room
Re-arranged filing room

Affordable American Insurance- Arvada Co	3/2009-10/2009
Account Manager/ Receptionist	
Greeting clients
Creating appointments for clients
Customer service, billing inquiries, providing other agencies and client’s proof of insurance
Creating auto, and home insurance quotes for potential clients
Finalizing clients auto and home policies
Cancellation of policies and also claim calls

Subscribers Services- Arvada Co	10/2008-1/2009
Sales/Customer Service
Taking incoming calls, selling and up-selling trial memberships
Outbound calls up-selling memberships
Taking payments for the trial memberships
Quality Control, recording and verifying my recordings


Clear Creek Consulting- Westminster Co	3/2008-7/2008
Sales Representative	
Assisting business owners with back tax liabilities options
Outbound calling to over 300 potential clients daily
Employee of the Month Award
Best sales within the company





Wal-Mart Garden Center Cashier- Brighton Co	3/2007-5/2007
Cashier
 Assisting customers with checking out their items
Stocking 
Cleaning and upkeep of the garden center, watering the plants
Greeted customers entering the store to ascertain what each customer wanted or needed
Described product to customers and accurately explained details and care of merchandise
Maintained up-to-date knowledge of store policies regarding payments, returns and exchanges
Worked as a team member performing cashier duties, product assistance and cleaning while providing excellent customer service

EchoStar Communications- Thornton Co 	5/2006-12/2006
Assisting customers with billing support, technical support, general customer support.
Saving the cancellations, offering discounts for the customers.
Top 5 Save Rate each month for cancellations.
Ensured superior customer experience by addressing customer concerns, demonstrating empathy, and resolving problems on the spot.
Educational History
Brighton Charter High School 		High School Diploma 		2006

References available upon request
1


1


 


 


Jennifer Castaneda


 


Westminster, Co 80030


 


(P) 720


-


257


-


1081


 


(E) 


JenniferCastaneda77@gmail.com


 


Career Overview


 


I am seeking a position in Customer Service, and account manager experience will be further developed and utilized. I have 4 


years of experience 


providing customer support in busy environments. I listen attentively, solve problems creatively, and find 


common ground to achieve outcomes. I have a commitment to customer service, with the ability to build productive relationship


s, 


and resolve complex i


ssues.


 


Core Strengths


 


Strong organizational skills


 


 


 


 


 


Fast learner


 


Creative problem solver


 


 


 


 


 


Strong client relations


 


Listening skills


 


 


 


 


 


 


 


Energetic work attitude


 


Excellent communication skills


 


 


 


 


 


Training development


 


Mediation


 


 


 


 


 


 


 


Telephone inquir


ies 


 


Telecommunication skills


 


 


 


 


 


Customer service 


 


Multi


-


line phone usage


 


 


 


 


 


 


Credit card processing


 


MS Windows proficient


 


 


 


 


 


 


55+ WPM


 


__________________________________________________________________________________________________________


 


Accomplishm


ents


 


Earned highest marks for customer satisfaction, company


-


wide


 


Consistently received positive feedback from guests and created repeat business by developing long


-


term relationships with 


customers.


 


 


Handled guest complaints, maintaining a positive dining


 


experience for all rest


 


Greeted customers upon entrance and handled all cash and credit transactions


 


Assisted customers over the phone regarding store operations, product, promot


ions and orders


 


Handled cash, check, credit and automatic debit card 


transactions with 100% accuracy


 


Professionally processed 80+ calls per day, providing information and service to ensure customer satisfaction


 


Worked with company systems such as Live Support and diligently completed all assigned tasks, working overtime as 


needed 


 


Responsible for handling customer account inquiries, accurately providing information to ensure resolution of product/service


 


complaints and ensure customer satisfaction


 


Work Experience


 


 


ESM


-


 


Westminster Co          12/2012


-


Current 


 


Education Speci


alist 


 


Outbound calls to students 


 


Qualifying students prior to transfer to Admission representatives 


 


Inbound Customer Service


 




1     Jennifer Castaneda   Westminster, Co 80030   (P) 720 - 257 - 1081   (E)  JenniferCastaneda77@gmail.com   Career Overview   I am seeking a position in Customer Service, and account manager experience will be further developed and utilized. I have 4  years of experience  providing customer support in busy environments. I listen attentively, solve problems creatively, and find  common ground to achieve outcomes. I have a commitment to customer service, with the ability to build productive relationship s,  and resolve complex i ssues.   Core Strengths   Strong organizational skills           Fast learner   Creative problem solver           Strong client relations   Listening skills               Energetic work attitude   Excellent communication skills           Training development   Mediation               Telephone inquir ies    Telecommunication skills           Customer service    Multi - line phone usage             Credit card processing   MS Windows proficient             55+ WPM   __________________________________________________________________________________________________________   Accomplishm ents   Earned highest marks for customer satisfaction, company - wide   Consistently received positive feedback from guests and created repeat business by developing long - term relationships with  customers.     Handled guest complaints, maintaining a positive dining   experience for all rest   Greeted customers upon entrance and handled all cash and credit transactions   Assisted customers over the phone regarding store operations, product, promot ions and orders   Handled cash, check, credit and automatic debit card  transactions with 100% accuracy   Professionally processed 80+ calls per day, providing information and service to ensure customer satisfaction   Worked with company systems such as Live Support and diligently completed all assigned tasks, working overtime as  needed    Responsible for handling customer account inquiries, accurately providing information to ensure resolution of product/service   complaints and ensure customer satisfaction   Work Experience     ESM -   Westminster Co          12/2012 - Current    Education Speci alist    Outbound calls to students    Qualifying students prior to transfer to Admission representatives    Inbound Customer Service  

