MASON HYZIAK
6495 happy canyon Rd Apt:17
Denver, Colorado 80237
303-949-3754
masonah0320@gmail.com
GOAL
To obtain a position where I can provide a high level of support to patients and staff, that will utilize my customer service, personal skills and abilities.
EMPLOYMENT

INCOM Direct                                                                                                                                 06/2013-present

Merchant Service
· Answered a wide variety of phone calls including technical and customer service calls and was able to relay accurate information back to the merchants without hesitation.
· Helped organize and file documents while keeping them in order.
· Helped with ordering of equipment and organizing the office to utilize work space. 

School District of Lee County	

IT Support Department	06/2012 – 05/2013
Clerk Typist
· Keep weekly track of sales on excel spread sheets and keep the office clean.
· Maintain friendly customer service to customers that would come into the office for pick up.
· Kept staff organized and neat by implementing daily to do list as advised by the supervisor.
· Relayed critical information to staff if supervisor was un available


Island Coast High School	08/2010 – 05/2012
Custodian	
Responsible for maintaining the cleanliness of Island Coast High School
Used a variety of tools and cleaning equipment to provide a clean and functional environment for student’s administration, faculty and visitors.	


SKILLS AND ABILITIES
Experienced with using Microsoft Office to include Microsoft Word, Excel, PowerPoint, along with Internet Explorer, and Office Outlook
Document imaging
Filing both standard and electronically
Use of standard office equipment
Customer service 

EDUCATION & SCHOOL RELATED RECOGNITION
Island Coast High School, Cape Coral, FL	Month Year
Diploma

JROTC
Battalion Commander
Platoon Leader
Squad Leader
Drill Team Leader
Accumulated over 200 community service hours

Cross Country Running Team
Cross Country Captain
Track Captain
References 
Dr. James Short				Dr. Pete Bohatch			Janet Sanders
AD, IT Support				Director, Student Services		CEO& President
2855 Colonial Blvd.			2855 Colonial Blvd.			2460 west  26th ave.	
Fort Myers, FL 33916			Fort Myers, FL 33916			Denver, CO 80211
239.337.8221				239.334.1102				303-665-0800
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