Melissa Wittman

700 Shady Ridge Rd. NW
Hutchinson, MN 55350

Cell: (952) 836-8119
E-mail: wittmanmj@gmail.com
OBJECTIVE

To build a career and long term relationship with Corporate Management Group.
SUMMARY OF QUALIFICATIONS

· 1.5  years of Customer Service/Team Lead experience over 2 programs at Call Center.
· Have good communication and organizational skills to reassure the team is striving for the same goals.

· Work very well independently and in team situations with minimal guidance. 

· Proficient computer and internet skills.   

· Providing excellent customer service experience.

· Answer inbound calls daily.

· 5 Years Inventory Control Experience, Shipping and Receiving.

PROFESSIONAL EXPERIENCE
2008 - Present    Customer Elation, Hutchinson, MN 


Team Lead/Supervisor
· Supervise 25 representatives on 2 separate programs at the Call Center.
· Provide customer service for inbound calls.
· Run and create reports for the programs.

· Perform daily tasks including time sheets, reports and work ratios.
· Process Invoices and create Purchase Orders.
· Email Support.

2010-Present
Aveyron Homes



Resident Counselor



Administer Meds




Provide quality care to clients with disabilities.




Administer Meds




CPR Certified




First Aid Certified

2009-2009
Dungarvin Minnesota


Resident Counselor



Administered Meds




Provided quality care to clients with disabilities.




Completed Med I and II




CPR Certified




First Aid Certified

2004-2008
EXLAR CORPORATION Chanhassen, MN

Inventory Control Coordinator
· Controlled inventory levels for accuracy.
· Performed daily cycle counts. 

· Purchased Production supplies and tools.
· Printed work orders and pulled parts for production.
· Assisted shipping and receiving area.

· Communicated daily with vendors.
EDUCATION
· GED Ridgewater College
· Medical Administrative Assistant- Just enrolled M State Online







SKILLS





Typing 50+ WPM





Computer- Microsoft Excel, Microsoft Word





Fax Machine





Phone





Calculator





Multi-tasking and navigating using multiple screens

