Janice N. Vasquez
17 Barteau Street Apartment 3 (Primary Address)




Endwell, NY 13760 


 

 

646-402-3227

jvasquez0119@yahoo.com
PROFILE
Spanish (professional working proficiency). Proven abilities in providing exceptional client services, and managing relationships. Excellent planning, leadership and organizational capabilities. Experienced in managing switchboards. Proficient in MS Office, and various data programming.
EXPERIENCE
Motili, Inc.
Team Lead Supervisor, Binghamton, NY                                                               05/2016 – Present 

· Oversee projects and supervise the day-to-day operations of my team while distributing the workload evenly
· Motivate team members as well as monitor team performance and report on metrics  
· Ensure performance levels are maintained 
· Thoroughly train new employees and assess progress
· Delegate tasks and set deadlines

· Creating an inspiring team environment with an open communication culture 

Job Management, Binghamton, NY





1/2013 – Present

· Process and submit contract orders on behalf of real estate brokers, for Fannie Mae owned foreclosed properties
· Correspond extensively with contractors and brokers on project details and meticulously respond to inquiries
· Manage “Escalations” and attempt to resolve complaints and other issues regarding completed projects
· Partner with product supply unit to ensure contractors have all necessarily equipment to complete projects within the proper timeframes 
· Navigate multiple databases to investigate property information, monitor project status, and create project orders
· Occasionally act as a liaison between contractors and purchase order team
Choice Logistics Inc.

Call Center Representative, New York, NY




2/2010 - 1/2012
· Responded to high volume of incoming telephone client inquiries, providing updates and information on merchandise, site locations, part descriptions, and delivery status
· Responsible for thoroughly assessing client need’s and appropriately connecting call (if needed) to both internal and outside resources for additional assistance
· Processed merchandise order (s) for over 100 clients, via phone, fax, and email

· Collaborated daily with senior staff and administration in correcting technical errors and other issues related to client orders 
Synergy Solutions

Client Services Agent, Binghamton, NY




5/2009 - 9/2009
· Connected with clients of affiliated bank and marketed identity theft protection program to

secure enrollment

· Verified and entered client information in data base and sent out enrollment materials and

correspondence

· Ensured client satisfaction by answering all related program and credit inquiries
L-3 Microdyne Outsourcing, Inc.

Account Services Representative, Binghamton, NY



6/2008 - 1/2009
· Advised and updated clients of account information including billing and promotions

· Received and processed client orders of cellular phones and other mobile devices

· Assisted in troubleshooting cellular phone and mobile device defects

· Appropriately managed and adjusted any billing and account discrepancies

Nationwide Credit Inc.

Accounts and Collections Specialist Binghamton, NY



8/2007 - 6/2008
· Resolved delinquent account issues and negotiated payment options

· Contacted non-MCI customers to familiarize them with MCI services

· Sorted and transmitted outgoing and internal correspondence and materials

EDUCATION 
Broome Community College, Binghamton, NY 



9/2005 - 5/2006

Major: Early Childhood Development 

REFERENCES
Furnished upon request
