205 E 21st ST Rd
Greeley, CO 80631
970-397-7679
ndudley23@gmail.com
Nicole A. Hackett
	Objective
	
	Dedicated leader with demonstrated ability to train, manage and motivate team members to achieve organizational objectives.

	Skills & Abilities
	
	Dedication to product quality, Pleasant demeanor, Experienced in production scheduling, Microsoft Office proficiency, Excel spreadsheets, Meticulous attention to detail, Results-oriented, Self-directed, Time management, Skilled multi-tasker, Professional and mature, Strong problem solver, Resourceful, Dedicated team player, Strong interpersonal skills, Self-starter, Natural leader, Team management, Focused on customer satisfaction, Management of remote employees

	Experience
	
	Export Lister, JBS
August 2012 to October 2013
Unloaded, picked, staged and loaded products for shipping. Oversaw warehousing and storage practices and housekeeping. Followed proper selection procedures as established by the company. Worked at a rapid pace to meet tight deadlines. Working with the USDA to complete proper documentation for all export loads. Making sure loads are stickered and in proper condition according to the procedures set forth by the USDA.
Customer Care Representative, Ritecorp
April 2012 to August 2012
Collected customer feedback and made process changes to exceed customer satisfaction goals. Made reasonable procedure exceptions to accommodate unusual customer requests. Provided accurate and appropriate information in response to customer inquiries. Demonstrated mastery of customer service call script within specified time frames. Addressed customer service inquiries in a timely and accurate fashion. Maintained up-to-date records at all times. Built customer loyalty by placing follow-up calls for customers who reported product issues.
Sales Team Lead, Vanity
October 2011 to February 2012
Received and processed cash and credit payments for in-store purchases. Opened and closed the store, including counting cash, opening and closing cash registers and creating staff assignments. Placed special merchandise orders for customers. Shared product knowledge with customers while making personal recommendations. Worked as a team member to provide the highest level of service to customers. Maintained friendly and professional customer interactions. Verified that all merchandising standards were maintained on a daily basis.
Receptionist, Northern colorado Dsiposal
July 2010 to September 2011
Created and maintained spreadsheets using advanced Excel functions and calculations to develop reports and lists. Received and distributed faxes and mail in a timely manner. Created weekly and monthly reports and presentations. Organized files, developed spreadsheets, faxed reports and scanned documents. Made copies, sent faxes and handled all incoming and outgoing correspondence. Dispersed incoming mail to correct recipients throughout the office. Maintained an up-to-date department organizational chart. Served as central point of contact for all outside vendors needing to gain access to the building. Maintained the front desk and reception area in a neat and organized fashion. Designed electronic file systems and maintained electronic and paper files. Managed the receptionist area, including greeting visitors and responding to telephone and in-person requests for information. Properly updated existing customer accounts and or added new customers. Prepared and 10-Keyed Deposits. Routed driver’s day. Dispatched drivers.

	Education
	
	Platte Valley high school      kersey, CO
Completed all required general studies. Received a 2.9 GPA. Member of the Gifted and talented. Varsity Cheerleader and Basketball.

	Achievements
	
	Customer Assistance: Worked with company systems such as Live Support and diligently completed all assigned tasks, working overtime as needed. Customer Service: Researched, calmed and rapidly resolved client conflicts to prevent loss of key accounts. Customer Interface: Greeted customers upon entrance and handled all cash and credit transactions. Assisted customers over the phone regarding store operations, product, promotions and orders. Leadership: Served as key contributing member to Leadership team. Shipping: Prepared pallets by following prescribed stacking arrangement and properly tagging pallets. Community: On Board for a Non-Profit Organization. Setting up and organizing fundraisers.

	
	

	References
	
	Valentine Renner
Team Lead, JBS 
970-405-6787
Kyle Sigmon
Driver, Northern Plains Trucking
9710-405-8308

	
	
	



Page 2
