Regina Collier

890 Cavins Road

Woodruff SC 29388

(864) 908-9550

reginacollier29@yahoo.com
OBJECTIVE


Seeking an opportunity to utilize my training and experience

     



working in the public sector while providing excellent Customer Service

QUALIFICATIONS
             Dedicated professional with strong work ethics





 Effective written and verbal communication skills





 Proficient in providing quality customer service 





 Good organizational and time management skills





 Microsoft Office: Word, Excel, Access and PowerPoint

EDUCATION

Spartanburg Community College, Spartanburg SC

Jan 2010 – Apr 2011

Health Unit Coordinating Certificate

CLINICAL 


Spartanburg Regional Hospital, Spartanburg SC

Mar 2011 – Apr 2011

Clinical Student     

EMPLOYMENT

HTI/ZF Lemforder

Aug 2011-Present

Module Operator
            
        ▪ Operate various machinery and use a variety of process


                                            ▪ Ensure quality while maintaining the flow of productivity






People 2.0, Greenville SC

Feb 2009 – May 2009

Return Processor
 Processed returns submitted from various retail chains 

 Communicated with vendors regarding return policy

 Researched and created return purchase orders as needed





MAU/BMW, Spartanburg SC

May 2006 – Aug 2008
Shipping Associate
 Examined outgoing shipments for discrepancies  

 Maintain inventory of shipping materials and supplies  

 Ensured safety and quality guidelines were followed           
  Daufuskie Island Resort, Hilton Head SC

Jun 1998 – Dec 1998

Assistant Marketing Manager
 Coordinated proposals for potential clients





 Processed and maintained purchase orders





 Merged and distributed mass mailings 





Harris Teeter, Hilton Head SC

May 1996 – Jun 1998

Assistant Front End Manager
 Reconciled daily/weekly cash flow and bank deposits  Entered receivables into company database  

 Supervised accounting, cashiers and customer service staff

REFERENCES

Available upon request

