Jolie Gantt

8973 Colorado Blvd. Apt 101
Thornton, CO 80229

(276) 494-2746

J.Gantt87@gmail.com

My objective is to advance in any opportunity available to me, to grow and accel at my

job for myself and my employer. I have 10 years of customer service experience as well as telephone and computer experience. 

Skills: 

· Typing 40-50 wpm.

· 10 Key

· Microsoft office 2003, 2007 and 2010
· Telephones

· IT support

· Software downloads and removal

· Email

· Communication skills via telephone and email.

· General office skills including: Filing, copying, faxing and Account updating (customer accounts for services and administrative accounts) 

· Accounts receivable and collections. 

· Exceptional organizational skills. 

Broomfield High School                                        College of Southern Idaho

Graduation May 2005                                             Attending currently

High School diploma.                                             1st Semester Fall 2012 Fulltime, online. 

Commercial Creamery Company
Jerome, ID

12/2012 to Present

Admin assistant/ Data entry
Input previous day’s manufacturing of product for sale as well as consuming on all ingredient and non-ingredient goods used for production of finished goods. Posting shipments and assisting in directing incoming and outgoing deliveries to the appropriate dock. Purchasing supplies for the office as well as custodial supplies and hardware for manufacturing. Scanning, filing, emailing, telephone operator and shipping packages.  
IMS Specialty Services, Inc. 

Twin Falls, ID

01/2011 to 12/2012
Receptionist/Admin. Assistant
First point of contact for the technical support office including incoming phone calls, faxes, emails and voicemails. Responsible for all inbound calls, ticket handling, mail, accounts receivable, filing, office meeting organization and flow. Important required skills for this position include: Typing, telephone answering and customer service, multi-tasking capabilities, dead line expectations and overall office efficiency in time management.
Northrop Grumman

Lebanon, VA

06/2009 to 09/2010
Tier 1 Helpdesk

Internal helpdesk support through Northrop Grumman. Based on customer support

for various situations including but not limited to: Password resets, software installs,

software assistance, office programs and much more. On a daily basis many skills

are utilized such as typing, telephone support, troubleshooting technical issues and

documentation of support provided. Focus is aimed at customer service and efficiency

in resolving technical issues to help in time management for the customer and the

helpdesk. If call volume allows there is also focus based on emails received regarding

technical support and online submitted tickets. Daily, weekly and monthly statistics/

Goals are set to aim for the best first call resolve, average handle time; back office

support provided and break aux percentages. Flexibility in processes, program

functionality and sector changes is also a must. Great knowledge of Microsoft office 2003 and 2007. Typing capabilities of 60-70 wpm.

Tek systems

Lafayette, CO

09/08 to 03/09

Tier 1 helpdesk

Internal helpdesk for Northrop Grumman, assisting employees seeking help with

password/log in issues, software issues, hardware issues and more. Multi tasking plays

a large role in this position and multiple windows/programs need to be navigated on

a case by case basis. Typing is an improving quality/skill associated with this title.

Customer service is the main focal point to this job, every phone call or e-mail is an

opportunity for a great first impression and the chance to build a bond for someone

seeking assistance from the helpdesk.

Echostar Communications

Thornton, CO

3/06 to 03/08

Account Specialist (customer service representative III)

Responsibilities included maintaining customer satisfaction, billing, and overall

experience. Monthly goals and incentives were always met and expectations were

exceeded regularly. Multiple line phones and typing were among a few multi tasking

functions used constantly. Peer assistance was also an aspect of daily tasks. Customer

service, customer retention, billing and payment processing as well as technical

support were the main focus in the retention department.

                                 Thank you for your time and consideration!
