Tasha Marie Jackson 
1100 Arthur St
[bookmark: _GoBack]Iowa City IA, 52240
314-437-1757
trademarkemgt@outlook.com
  QUALIFICATIONS: 
   
Customer Service Associate 
OSHA 10hr Construction
Skid Steer Loader
Work Zone Safety
Microsoft Office 
Microsoft Office Word
Collections
Type 55 WPM 
Outlook
Inbound/Outbound Calling
Labor
Hardware/Software installation

Professional Experience: Extensive customer service experience, Excellent office administrative skills, Exceptional communicational and interpersonal skills, Performs well under pressure both independently and as a team player, Advanced computer skills including a heightened proficiency with Microsoft office (word, Excel, outlook.

Objective: Seeking an opportunity to put my extensive public sector experience to use and obtain both a challenging and rewarding career.

EDUCATION: 
   
Hazelwood Central High: Graduated Class of 2002   

EXPERIENCE: 

2011- 2011 Labor, JL Brown Contracting, (Earth City MO.)
Responsibilities include: construction site cleanup, Received certifications for : OSHA 10hr for construction, Skid steer loader, Work Zone Safety

April2007- 2011 Owner, Dust Getters Cleaning Service, (Saint Louis, MO)
Responsibilities include: I received 1099 contract jobs to clean out apartment move outs

 Jan2007 - Dec2007 Customer Service, Brown Shoe, (Clayton, MO) 
Responsibilities include data entry, answering incoming calls, and Process purchase orders in a timely, accurate and efficient manner, Also did a inter program for IT installing and programming hardware and software 
   
Aug2005- Sept2006 Customer service, Express Scripts, (Earth City, MO) 
Responsibilities include data entry, answering incoming calls, 
receive incoming faxes, distribute paperwork, problem, process applications, accept incoming calls with a smile, refill Rx by phone, Check on orders, process labels using excel program, use outlook for emailing 

Mar2005- July2005, Customer service, May Company, (Earth City, MO)
Responsibilities include data entry, answering incoming calls, 
Receive incoming doing outbound calling for collecting payments, Skip Tracing, Payment planning






   
 

