Pachoua Emily Cha
4875 W 81st Place Apt 2H Westminster CO, 80031
Contact number: (720) 217-1981
Objective
Seeking a position that will allow me to expand and grow. To work as a team player, tackle new and challenging projects, and expand my knowledge in the data entry or administrative field.

Special Skills and Experience
➢ Windows 2000, XP, Vista
➢ Office 2000, 2003, 2007, 2010
➢ Microsoft Word, Excel, Outlook
➢ Mac OS 10.6.8
➢ Oracle
➢ Salesforce
➢ Experience answering phones in a call center environment
➢ Excellent customer service skills
➢ Excellent multi-tasking skills
➢ Type 50 WPM
➢ Ability to work with little or no supervision
➢ Works well under pressure
➢ Excellent organizational skills
➢ Works well independently or in a team environment
➢ 10 Key
➢ Data Entry

Education
Cornerstone Christian Correspondence High School Graduated 01/13

[bookmark: _GoBack]Employment Experience

Office Team/WhiteWave Foods, 11/2013-Present (Contract position)
Trade Claims Coordinator
➢ Manage deductions
➢ Contact customers for deduction backup
➢ Clear claims
➢ Data entry

Professional Perspectives/ ESM, 09/2013-10/2013 (Temporary Contract Position)
Customer Care Specialist
➢ Make outbound calls
➢Provide excellent customer service
➢ Data Entry
➢ Set appointments
➢ Transfer potential students to admissions represtatives

TruGreen , 05/13-08/2013 (Seasonal Position)
Office Administration
➢ Schedule lawn care for commercial accounts
➢ Provide excellent customer service when customers call with complaints
➢ Data entry work
➢ Send daily updates to landscapers
➢ Set up interviews for potential hires
➢ Print invoices

Career Connections Incorporated Boulder, CO/IBM 11/12 -04/2013 (Temporary contract position)
Tier one agent
➢ Answer inbound calls in a call center environment and create call case tickets
➢ Troubleshoot technical Turbotax software issues
➢ Responsible for providing customer support for TurboTax software issues and escalates to appropriate associates 

Digitech Communications/Cricket Wireless 05/12-12/12
Customer Service Representative
➢ Provide quality customer service; informed customers about cellular phones, plans and gathered customer information 
➢ Performed general office procedures; faxing, phones and handled cash flow
➢ Trained new employees


References
Janice Ownby, Supervisor – (303) 635-4812
Matthew Elliott, Manager - (303) 422-1715
Chris Zukowski, General Manager - (303) 422-1715

