Sharon M. Gudmundson

24555 German Ridge Rd. – Winona, MN  55987

507-523-3734 or (Cell) 507-429-0159

smgoodie@hbci.com (best way to contact me)

Summary Of Qualifications

Dedicated Customer Service Representative and Receptionist to maintain customer satisfaction and contribute to company success.

Work Experience

Herff Jones, Lewiston, MN (Acquired by Lifetouch School Studios  May 2, 2011)  1981 - 2011

· Telephone Receptionist

· Customer Service

Lewiston Co-op Ass’n., Lewiston, MN   1970 - 1977

· Secretarial

· Receptionist

· Accounts Receivable

Core Strengths

Multi-line phone usage



Excellent Communication Skills

Telephone Inquires



Strong organizational skills

Client Relations – Customer Service

Courteous demeanor

Invoicing




Creative problem solver

Accomplishments

*  Processed many calls of 50 or more per day, providing information and service to ensure  

   customer satisfaction.

*  Assisted customers over the phone regarding product, promotions and orders.

*  Received positive feedback from customers and created repeat business by developing long                                                   -  term relationships from customers.

*  Handled customer complaints, maintaining a positive experience for all.

Responsible for handling customer account inquiries, accurately providing information to ensure resolution of product/service complaints and to ensure customer satisfaction. Worked with company systems and diligently completed all assigned tasks, working overtime as needed.

Education 


Winona Secretarial School, Winona, MN for a Secretarial Diploma

Software Applications

· Efficient in: Word, Excel and Outlook

· Business Systems including Oracle, Honeywell Bull, 

        and YBS (Yearbook Business System)

