
Kristen Erlwein	
446 N 5th Ave Brighton, CO 80601		425-327-7336 				kris10erlwein@gmail.com

Summary

A motivated, enthusiastic Customer Service Representative and Administration Assistant, with sharp problem solving skill and a track record of resolving customer/client conflicts and increasing satisfaction; Successful special events planner, continuing education in Criminal Justice and Accounting.  Additional skills and character qualities:

· 
· Records Management
· Active Listener
· Monetary Transactions

· Customer Service
· Data Entry
· MS Office Suite

· Shipping and Receiving
· Telecommunications 
· Team Player	



PROFESSIONAL EXPERIENCE


Customer Service Representative
International Governor Service, Broomfield CO							  4/10-09/13
· Responsible for sending and receiving quotes to customers worldwide.
· Maintained positive, continuous relationships with customers and co-workers.
· Prompt support, advanced problem solving skills required to resolve customer issues, product movement.
· Acquired technical knowledge of aviation equipment.
· Data management for sales of aircraft equipment. 
· Shipping and receiving for US and International customers.
· Events coordinator for 30 plus employees for special events within the company.
· Safety assistant team member.

Gardener/Housekeeper
Mr. and Mrs. Port Angeles, WA         		                                            			06/09-12/09
· Worked for an independent couple to assist them in maintaining their home and grounds.
· Responsible for self starting projects and completing without instruction inside and out of the home.

Teachers Assistant
YMCA of Everett in Everett, WA	            		            		                   			  08/05-10/06
· Employed a variety of materials for children to explore and manipulate.
· Routinely picked children up from school and activities.
· Offered stimulating curriculum that accommodated all learning styles.
· Sparked creativity and imagination by helping children discover new things each day.
· Responsible for children age 3 - 5.
Customer Service Representative
Hollywood Video Sequim, WA									03/05-10/05
· Worked as a team member performing cashier duties, product assistance and cleaning.
· Prevented store losses using awareness, attention to detail and integrity.
Preschool Teacher Assistant
YMCA of Port Angeles Port Angeles, WA								03/02-12/03
· Drafted the curriculum program for children 3-5 years.
· Offered stimulating activities sparking creativity and imagination.
· Created the summer program with field trips and explorative learning





EDUCATION


Front Range Community College
Accounting Associates Degree		Continue of education: Estimated completion 06/15
· Accounting Principles
· Colorado Tax Help

Peninsula College
Criminal Justice Associates Degree		
· Intro to Criminal Justice
· Juvenile Corrections
· Criminal Investigation

REFERENCES

Nathan Long, Customer Technical Support
International Governor Services
435-590-2160
Kristie Collins, Customer Service Representative
International Governor Services
303-847-5907
Matt Whitehead, Customer Service Manager
International Governor Service
303-494-9789
Adam Bowler, Firefighter Paramedic
Louisville Fire Station
720-887-3623




