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 Angela Gibbons

15817 East 107th Way
Commerce City, Co 80022
541-621-6744



OBJECTIVE: 

Seeking a Customer Service position with a professional and well established company where my superb customer service skills and professionalism will greatly benefit my employer.

SPECIAL SKILLS AND QUALIFICATIONS:

Excellent telephone etiquette and public relation skills * Skilled with multi-line telephone systems * Type 50 words per minute * Competent with the operation of 10 key * Knowledgeable with Microsoft Office including Word, Excel, Outlook, PowerPoint, Access, Internet Explorer Windows, QuickBooks, and Adobe Acrobat * Knowledgeable with Tenant Pro software * Accounts Payable and Receivable

EXPERIENCE:

DIODE LASER CONCEPTS INC.; CENTRAL POINT, OR

MARCH 2006 TO JULY 2011

Responsible for communicating with customers over the phone and in person regarding account, payment or service requirements.  Coordinated efforts with internal departments, external customers and contractors to ensure delivery of components.  Produced reports and analysis including data research and the compilation of statistics.  Developed an effective filing system to track the status of all work orders.  Responsible for customer service in the design and manufacturing divisions, duties included answering customer queries, problem solving, data entry, credit card payment processing, inventory management, shipping/receiving, and providing detailed information on new products.  Generated repeat business through successful client follow-up. 
IVANKO GARDENS; MEDFORD, OR

JULY 2001 TO MARCH 2006

On-site manager of 108 units. Experienced in all aspects of Property Management including but not limited to: Tenant management coordination, lease renewals, showing properties, sub-contracting interaction, Tenant-Pro 5.0 Management Software, Excel, Word, evictions and court mediation, Accounts Payable, Accounts Receivable, hiring and managing new employees, hiring and managing various vendors for various tasks such as: Painters, Carpet Layers, Ground Keepers, Janitorial Services, Plumbers, Maintenance/Handy Services, coordinating on behalf of the new move-in tenants for their Cable, Phone, Gas and various other utilities to be connected, rent collection, banking deposits, and any and all other tasks the owners may ask to have done.

AWARDS AND RECOGNITION

Performance Bonus, Diode Laser Concepts Inc., Central Point, Oregon, 2007

Performance Bonus, Diode Laser Concepts Inc., Central Point, Oregon, 2008

Performance Bonus, Diode Laser Concepts Inc., Central Point, Oregon, 2009

Performance Bonus, Diode Laser Concepts Inc., Central Point, Oregon, 2010
EDUCATION AND TRAINING

Certificate, North Star Computing, Fairbanks, Alaska, 2000

Cosmetology License, New Concepts Beauty School, Fairbanks, Alaska, 1996

Diploma, Sunset High School, Crescent City, California, 1988

