Gabrielle N Graham
gabriellengraham@gmail.com – 1920 Route 26 Vestal, NY 13850 – (413) 693-7357
  
Skills Summary_________________________________________________________ 
Proficiency in Microsoft office, word, Excel, PowerPoint.  Excellent written and verbal communication skills, detail oriented, ability to work in a fast paced environment and adapt to changing priority, exceptional work ethic, works well in a team environment or individually.
Professional Experience___________________________________________________ 
Liebowitz Estates
Property Manager December 2015 - March 2018
∙ Billing and Collecting of Monthly Rent Payments per tenant
∙ Property Maintenance including snow removal, lawn maintenance, and urgent electrical/plumbing/carpentry specific needs and replacements
∙ Liason to property owner
∙ Respondent to tenant concerns and needs

Kripalu Center For Yoga and Health
Registrations Advisor December 2014 – August 2015
∙ Call Center inbound calling
∙ Assist potential explorers with program information
∙ Registration via phone/online requests
∙ Payment processing

Office Team, Berkshire Bank
Customer Service Representative December 2013 – May 2014
∙Call center representative in bound calling
∙Assist customers with banking needs such as balance inquiries, loan inquiries, online banking, transactions, check ordering, telephone banking, troubleshooting, and account discrepancies/fraud
		∙Assist Branches
		∙Assist in Bank of America conversion

Adecco Staffing
Recruiter December 2012 – March 2013
		∙Match candidates to positions requested by various clients, mostly industrial staffing
		∙Meet client needs as lesion to employees and Branch Manager
		∙Address employee concerns and staffing
		∙Lead interview and hiring process
		∙Payroll monitoring, corrections, and closing

Adecco Staffing, Berkshire Bank Pittsfield, MA
Customer Service Representative September 2012 – December 2012
		∙Call center representative in bound calling
	∙Assist customers with banking needs such as balance inquiries, loan inquiries, online banking, transactions, check ordering, troubleshooting, telephone banking and account discrepancies/fraud
		∙Assist Branches
		∙Frontline Customer Service
		∙Assist in core system conversion and CBT Region conversion

Adecco Staffing, Hillcrest Educational Center  Pittsfield, MA
Administrative Assistant April 2012- July2012
	Receptionist
		∙Greet guests, answer phones
		∙Contract proposal processing for various industrial clientele
		∙Administrative tasks as assigned

Fairpoint Communications Chatham, NY
Collections Representative Feb. 2011 – Sept. 2011
∙ Inbound/Outbound collections calling
∙ Setting up payment arrangements within company guidelines
∙ Customer service

Macy’s Inc Berkshire Mall  Lanesborough, MA
Administrative Team Supervisor Jan. 2008 – Sept. 2010
∙Human Resources – Interviewing/hizring, new hire training and on boarding, recruiting, creative   execution of employee incentives programs and giveback opportunities. Software experience includes  Peoplesoft  for requisition maintenance and  Taleo  for application processing.
∙ Operations – Budgeting of payroll/Non-payroll accounts, Vault Supervisor, Staffing for over 60 employees including 2 executives, Hours utilization/Profit/Loss analysis, Invoice processing, Annual    inventory lead, Safety training, Supply ordering
[bookmark: _GoBack]∙Administration – Frontline customer service, data entry/analysis, Distribution of weekly/monthly/quarterly/annual reports, interview scheduling, answering incoming calls, input and record keeping of employment data/confidential reports

Macy’s Inc Berkshire Mall Lanesborough, MA
Fragrance Counter Manager Oct. 2006 – Jan. 2008
∙ Management of meeting and creating counters weekly/monthly/yearly sales goals
∙ Creative marketing including innovative ideas and execution for promotional events
∙ Management of department standards including signing and visual displays
∙ Development of new hires to achieve level 2 sales goals
∙ Exceptional customer service and building professional relationship with clientele



Education_______________________________________________________________
Berkshire Community College  Associates Degree
Environmental Sciences and Studies

(Awards and accommodations: Falconers Award, Scholarship from Berkshire Conservation of Natural Resources)

Other
Various executive management training classes through  Macys inc.

