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Professional Summary
I am seeking to establish a working relationship with a company that has a positive outlook, efficient systems, and a supportive structure, where I would play an intricate role in the company’s growth while fostering the growth of our team, my experience serving customers, processing, tracking, answering phones, pushing rush orders through, and creating and closing cases, has given me valuable skills in solving customer issues 


Customer Service Advisor    Staples Call Center    11/2006 – 5/2011
· Provided customers with quality service, while communicating  with different departments  to accomplish one call resolution, ensuring that customers are getting quality service
· Responsibilities were training team members on procedures regarding different departments within the company, filing  paperwork, problem resolution, calling out phone orders , and inputting sales data 
· [bookmark: _GoBack]Handled inquires and complaints in accordance with companies policies  by suggesting better solutions such as replacing out dated products with current demand ,keeping customers’ needs and concerns resolved

Customer Service Rep    Family Support Registry     8/2005 -5/2006
· Processed orders, determined charges and payments, recorded details and actions taken, providing information between case managers to guarantee that the debtor paid on time for child support enforcement. 
· Filed paperwork, faxed documents, sent off mail, and provided clerical work for the family support registry
· Verified payment receipts were correct and track inaccuracies on incoming payments, maintaind records, collected data and information, and responded to customers’ questions and concerns                                             

Universal Agent                     Convergys                       8/2004-4/2005
· Resolved customers concerns and complaints by documenting and submitting files, prepare and locate records ,and information that colleagues and customers need
· Arranged, and moved goods between different departments, provided pricing, weight requirements, and policy procedures for customer packages
· Maintained computer logs of all bulk mail and transportation services provided for regular mail and special deliveries.
