Jeremy Derricks 

21359 E. Randolph Pl. ● Denver, CO. 80249 ● (214)374-5887 ● jayderricks@yahoo.com
Education 
· Degree in Automotive Technology, 2005
Lincoln Technical Institute, Grand Prairie, TX

· Associates of Applied Science Studies, 2004
Southwestern Christian College, Terrell, TX

· High School Diploma, 1999
Franklin D. Roosevelt High School, Dallas, TX
Summary of Qualifications 
· Maintain detailed and up to date customer communications records, maintain customer database: update data and make necessary changes. 

· Process credit adjustments, billing refunds and account inquiries in Billing System.  

· Partner with appropriate department regarding escalations involving government or other agencies acting on behalf of customers Consistent follow up on the progress of resolution

· Communicate effectively and professionally with employees, customers, and other external contacts
· Operate internal billing applications with Microsoft Office Software and office equipment also proficient in MS Office suite applications 
· Consistently meets and exceeds objectives; Successful in learning and comprehending new systems and methods
· View challenges in the workplace as opportunities for professional growth and proactively take on projects with little or no supervision; excellent attention to detail 
· Typing 25-30 wpm, 10 key, Data entry 400 keystrokes 
Work Experience

Telvista

Customer Service Associate, November 2012-April 2013
Dallas, TX

· Answered incoming telephone calls, responds to customer questions and solves problems according to standardized procedures while maintaining a courteous manner.
· Accessed account files, takes orders and processes orders.
· Asked appropriate questions and gather information to determine customer needs.
· Entered alpha and numeric data via computer keyboard into an automated system accurately.
· Had the ability to listen and respond while keying into automated system.
· Read and comprehend simple instructions, short correspondence, and memos.  
· Wrote correspondence and the ability to effectively present information over the phone.
Cricket Communications 

Rep Customer Relations, July 18, 2011-August 2012           Greenwood Village, CO
· Payment research refund of customers overages on the account, respond to customer requests and questions regarding service, products and account information received email and written correspondence.  

· Requested Escalation refunds partner with appropriate department regarding escalations beyond the scope of their knowledge to the appropriate Subject Matter Expert within the company 

· Ability to understand customers needs with strong objection/response handling. 

· Analyze and rectify customer concerns using current procedures, maintains a solid understanding of the current products and services being offered. 

· Respond to customers in a timely matter and utilize current products and services as a means of retention while maintaining current company policy and guidelines for best customer satisfaction 
Shred-It 
Baler, July 2008-January 2011            Dallas, TX
· Ensured trucks and equipment were in ready order for service daily.

· Operated and utilized electric pallet jack and forklift.

· Securely processed client material brought in daily.

· Received and pulled orders, invoices, and records to verify incoming and outgoing shipments.

· Recorded shipment data that included weight packs, seals, and labels for shipping.

· Prepared packaging labels for out-going shipments.
MCI 

Communications Customer Service Rep., September 2004-October 2006           Denver, CO
· Describe handset features, explain rate plans, activate new accounts, and administer account, change requests while navigating complex computer systems. 

· Deal with billing issues including establishing payment arrangements and credit treatment.

· Trouble-shoots basic technical problems, also sells Sprint Nextel products and services to customers and employees 
· Handle large volume of incoming telephone calls, covering full range of customer services in a prompt and professional manner, obtaining all information for resolution of transaction. 

· Answer customer questions regarding billing and/or problems. Correct errors and discrepancies on customer billings as necessary. Prepare work orders for maintenance requests after determining if field visit is required and ensure appropriate follow-up procedures are met. 

· Service as sales representatives to sell complete packages of existing cable services. Perform billing and posting of customer accounts. Input customer orders and data into CRT. Perform other related duties as assigned.
Professional Service Industries (PSI)

Field Technician, January 2004-July 2004

Dallas, TX

· Conducted tests and inspections of products, services, or processes to evaluate quality or performance.
· Used logic and reasoning to identify the strengths and weaknesses of alternative solutions, conclusions or approaches to problems.
· Inspected equipment, structures, or materials to identify the cause of errors or other problems or defects.
· Being pleasant with others on the job and displaying a good-natured, cooperative attitude, being reliable, responsible, and dependable, and fulfilling obligations.
· Read blueprints, data, manuals, or other materials to determine specifications, inspection and testing procedures, adjustment methods, certification processes, formulas, or measuring instruments required.
· Record inspection or test data, such as weights, temperatures, grades, or moisture content, and quantities inspected or graded.
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