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12118 Friendship Loop Dr, Seneca, SC 29678
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Jillm327@yahoo.com  Cellular 864-723-6547

Account Specialist / Dispatcher
Summary
Customer service professional offering 20+ years of diversified experience.  Excellent communication and problem solving skills.  Dedicated to achieving customer satisfaction, as well as meeting and surpassing company expectations. Able to focus on projects and meet or exceed deadlines.  Strong rapport with personnel, customers, and associates based on knowledge, professionalism, and integrity.

Experience
American Domestic Cargo Services, LLC, Asheville, NC  Feb. 2007 to Jun 2011 / Jan 2012 to Sep. 2012
Acct Specialist / Dispatcher
· Consistently provided excellent, informed customer service and maintained strong, reliable work ethics. 

· Resolved billing questions and disputes

· Initiated customer calls

· Performed data entry

· Originated customized order intake process to meet customers’ specific ordering needs, improving          delivery performance and optimizing customer satisfactions. 

· Interacted with customers extensively to maintain customer satisfaction.  

· Provided pricing, quotations and delivery information to customers

· Monthly billing

· Investigated and resolved issues or complaints 

· Provided a high level of customer service and client relations based on outstanding communication and interpersonal skills 

· Handled time-sensitive freight and general goods  

· Skilled in scheduling and dispatching trucks for pickups and deliveries

· Resolved time limitations and scheduling conflicts

· Tracking / Tracing imported containers to various Terminals and Ports across the US

· Warehousing, Sorting / Segregation

· CPTAT Certified. 

Sunrise Developments, LLC, Fletcher, NC




Jul. 2011 to Jan. 2012
Warehouse Supervisor
· Managed incoming & out going shipments

· Printed orders

· Printed shipping labels

· Pulling & palletizing orders

· Handling dispatching of freight and scheduling trucks. 

Charles D Owen Mfg., Swannanoa, NC




Mar. 1991 to Jan. 2007
Customer Service Rep.
· Prepared shipping documentation such as bills of lading, manifests, work orders, pick lists, packing lists 

· Invoicing and shipping labels for outgoing shipments (including UPS / FedEx ) 

· Recorded shipment data, charges and inventory availability for reporting and accounting purposes

· Contacted carrier representatives to arrange for shipping and delivering orders 

· Daily invoicing

Education
T.C. Roberson High School, Arden, NC 





1987 Graduate

Skills 
AS400, Excel, Word, MS Outlook, DAT 3-Sixty, Thermal Ribbon Printers, Customer Relations, Transportation Planning, Routing & Scheduling, Typing (70+ WPM), Time Tracking and Tracing, Policy & Procedure Enforcement, Shipping, Records & Documentation Maintenance, Service Improvement.

