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	Objectives
Providing Exceptional Service ... Building Loyal Relationships ... Solving Problems ... Increasing Sales 
Dynamic customer service professional experienced in both call-center and retail store settings. 
Excel in listening to customer needs, articulating product benefits and creating solutions that provide value to the customer. 
Build and maintain enduring customer relationships to boost sales and generate repeat business.

Education
Hillcrest High School:  Country Club Hills, Illinois   (05/2006)
Minneapolis Community Tech and College: Minneapolis, Minnesota (Still Attending)

· H

Experience

Customer Services Specialist
Temp Agency Saint. Paul, MN
May 2011 – June 2012
Assist customers with returns, purchasing store protection plans and service packages. 
Scheduling in-home services via online interface. 
Answer telephone inquiries from customers and stores regarding the status of units and other service issues. 
Assist with new employee training including store policies, services, financing options and register operations.
Customer Service Assistant
Roseville City Hall, Roseville, MN
September 2010 – May 2011
Assist clients as they enter office and via phone. 
Perform filing, data management, drafting and editing short office memos. 
Assist with all other office administrative duties.
Office Assistant
Secretary of State, Midlothian, MN
May 2006 – September 2010
Inputting data, office errands, internship and alumni updates. 
Scheduling appointments and assisting students register and find information
Telephone Representative
maintain all billing & collections records
respond to all customer inquiries and complaints, and conduct collection activity on active and inactive accounts
Prepare serve orders, maintains customer account in the State Data Base



Skills
6 + years Microsoft Office--Word & Excel
3+ years QuickBooks	
65 WPM typist
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