JC Hardison

15495 Gadsden Drive

Brighton, Colorado 80603

720-937-0219

HardisonJC@gmail.com

Customer Service

PROFESSIONAL SKILLS

· Managed installation department in absence of manager

· Supervised two installation Coordinators

· Processed daily accounts receivable, installer recap logs and bank deposits for Installation Department

· Responsible for purchasing supplies and maintaining parts inventory for the department

· Assisted in developing customer service polices and procedures

· Wrote Sales Operations Procedure Manual for Installation Department

· Reduced aging report by $85,000 in sixty days resulting in more revenue
· Processed in-bound calls for small business phone repair 

· Acted as liaison between the customer and field contractor
· Created and maintained a spreadsheet identifying orders that were billed but not shipped, resulting in better quality control

· Provided individualized instruction; academically and socially                      

· Participated as a team member in the SSN department

· Supported mainstreaming & inclusion of SSN students

· Assisted with self-care skills; G-tube feedings & catheterization

· Reinforced instruction/tutoring/academic support
· Collected & logged data for IEP/Benchmark every other week

· Superior Customer Service phone skills

· Above average typing skills (69 wpm)
· Operating knowledge of and experience with personal computers

· Operating knowledge of special communication systems-Dynovox 

· Operating knowledge and experience with office equipment
_________________________________________________________________

EXPERIENCE

Adams 12 Five Star School District



                                8 years

Thornton, Colorado                                              Severe Special Needs Para Educator

Lucent Technologies                                                                                        2 years

Englewood, Colorado                        Small Business Call Center Customer Service Rep

Colorel Blinds, Installation Department                                                             2 years

Englewood, Colorado                                                 Lead Administrative Coordinator
EDUCATION
Shawnee Mission North High School

Mission, Kansas

High School Diploma, May 1988

