Shannon Harris

712 South Holly Avenue

Highland Springs, VA 23075

(804) 328-2554
Professional Experience

Nine years of clerical experience in extensive clerical functions including but not limited to filing, data entry, operating multiple office equipment, over seeing the daily process of production logs and calculating daily sales and production goals. Proficient in Microsoft Word, Excel, Power Point, 10-key calculator, and typing 45 wpm. Ensuring all company and customer’s documents are handled in a timely manner to meet the company’s dead lines. Emphasizing the importance of outstanding and quality customer service while motivating and driving positive results. 

Verizon Telecommunications





2007 - Present

Office Clerk







Richmond, Virginia
· Successfully answering multiple telephones, taking messages and referring calls while delivering outstanding customer service
· Prepare records and documents for operational review
· Maintaining confidential company records and files
· Insure quality and conformance while meeting or exceeding required daily goals

· Enhance the ordering process and usage of office supplies driving down office cost

· Coordinate multiple tasks with minimal supervision

· Prioritize and complete daily production goals
Capital One Financial Services, Inc.




2000 – 2005
Clerical Associate II






Richmond, Virginia
· Evaluate and identify high priority mail to expedite customer correspondence and route to the appropriate department for resolution.

· Image and sort documentation for Fraud, Money Market, IRA, Bankruptcy, and Certificates of Deposit accounts

· Trained other employees in multiple job tasks
· Indexing utilizing the ten-calculator
Education
Beta Tech Richmond






2001
Computer Support Specialist Diploma




Richmond, Virginia
Varina High School 






2000
Introduction to Computer Certificate




Richmond, Virginia
Caroline High School






1990
High School Diploma






Milford, Virginia

Awards of Recognition

Improved productivity (items per hour)

Highest productivity in department

Excellence in productivity

