


Gaylene Chapman 
720 Normal Ave 
Lake Wilson MN 56151 
cornergarden@iw.net

July 18, 2012
 
I am seeking a new challenge and the Inside Operations Technician job sounds like the perfect job for me.  After speaking with you today via phone, I am excited to send my resume. This position sounds like the perfect fit for my experience and personality. 

I excel at detailed organization and have extensive customer service skills via live chat and phone. I am confident that I would be a very good fit for this position. 

I am looking forward to hearing from you. 


Sincerely, 
Gaylene Chapman


 
	
	Gaylene Chapman

	
	720 Normal Ave, Lake Wilson MN 56151

	
	507-879-3509

	
	cornergarden@iw.net

	
	Computer Operator, Customer Service and Sales Professional

	Profile
	
	· Worked in a windows environment doing customer service and internet for more than 9 years
· Communication skills 
· Knowledgeable in Microsoft Office and QuickBooks
· Experienced at training, motivating and supervising 
· A team player, acknowledged as an “Office Professional”

	Achievements
	
	· Increased customer retention by providing a pleasant experience.  
· Met monthly goals continually. 
· Created customer satisfaction by educating customers with website use and products. 


	Employment
	Schwans Sales 
	
	2000-2010

	
	Customer Service Representative
· Trained new Internet representatives that came into the department.
· Increased sales through use of up-selling and cross-selling featured products
· Quickly and effectively solved customer’s challenges.
· Maintained web site department chat coverage and provided improved customer service.

	
	

	
	United States Sates Postal Service
	
	1995-2002

	







Other Experience
	Post Mast Relief 
· Handled operations of post office when post master was not in attendance.   This included sorting of mail, bookkeeping of the local office and managing mail carriers.  
· Logged daily sales sheets and cash reports.

Home Based Business                                     
· Help with operations and running of my husband’s local milk hauling business, providing bookkeeping and truck maintenance assistance. 
· Professional home cleaning business.                      

	
	








1979-Present 



Present 
	

	Education
	· Chandler Lake Wilson High School
	
	

	
	                    General Education 
· Certificate of Completion of Microsoft Excel 
· Master Garden Program 
· Quick Books Class (refresher course )
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References:

James Blahnik
Home phone 507-859-5402
Cell 507-227-1601
Schwans Call Center Head

Janet Timmerman
Cell Phone 507-227-5726
History department Rochester MN 

Paula Freeman
Cell Phone 507-227-1960
Work phone 507-836-6008
Left Bank Café owner

Please feel free to call any of these above references, I have contacted them personally and they had stated that they will be glad to talk with you at any time.

