CHADWICK KELSOE
104 1st AVE. NE 
Arab, Alabama 35016
Ckelsoe30@gmail.com
Tel: 256-962-2762

OBJECTIVE: To apply my education and skills in an acquisition position with future growth and professional development opportunities. 

WORK EXPERIENCE: 

Comcast ,Customer Service Representative , July 2013- Present
· Respond to customer requests regarding Comcast products and services, process/procedures, billing, and repair requests.
· Troubleshoot and resolve customer problems with video, internet and phone lines, quickly and completely.
· Educate customers on benefits of products and services.
· Process customer change requests to change customer accounts using the order process system.
· Respond to customer requests via voicemail, email, and regular mail.
· Prioritize work to meet or exceed customer expectations.
· Work in partnership with other Comcast service/repair-related departments to resolve customer issues.
                                                           
C&C Office Relocation, Contractor, August 2011-July 2013
· Deconstruct and/or assemble cubicles, office areas and also relocate personnel, computers and printers. 
· Operate forklifts, hand trucks, box truck, power tools, connect power to cubicles and use various hand tools. 
· Maintain control of items removed through inventory list.
· Stage cubicle pieces, computer components and office furniture if necessary for inventory. 
· Draw diagrams to setup the cubicles in the areas that are to be assembled and make adjustments as necessary. 

Beverage Warehouse, Manager, November 2010-August 2011
· Ensure the workflow and tasks were executed in a timely manner. 
· Manage money and bank deposits. Make sure the money is verified and stored properly in the safe. 
· Verify daily inventory level and prepare available versus on-hand inventories. 
· [bookmark: OLE_LINK3][bookmark: OLE_LINK4]Assisted employees with day to day activities to ensure the workflow of the company was complete. 
                                                    
[bookmark: OLE_LINK5][bookmark: OLE_LINK6]Bama Metal, Manager, June 2009-July 2010
· Ensure the workflow and tasks were executed in a timely manner. 
· Manage money and bank deposits. Make sure the money is verified and stored properly in the safe. 
· Verify daily inventory level and prepare available versus on-hand inventories. 
· Assisted employees with day to day activities to ensure the workflow of the company was complete. 
· Operated the machinery used for forming tin for roofs and gutters. 
· Completed paper work for rental of equipment.
· Controlled the inventory of all materials and use of each product.

Hibbett Sports , Assistant Manager, May 2005-June 2009
· Assist customers with finding the correct merchandise requested.
· Consulted on day to day with store manager for the store’s operations and duties.
· Set goals each day to improve the work flow and customer service.
· Supervisory control when the store manager was absent.
· Responsible for verify bank deposits and cash drawer at the end of the night or beginning of the day.
· Overseeing that tasks are completed each day.
· Organize merchandise in a neat presentable way for customers and the supervisor.
· Hang and tag new merchandise as it is received. 
· Assist multiple customers in a steady work environment. 

Skills: 
· Proficient in Microsoft Word, Excel and PowerPoint
· [bookmark: OLE_LINK1][bookmark: OLE_LINK2]Strong interpersonal skills
· Excellent writing and oral communication skills
· Detail and teamwork oriented
· Experience in C++, Cobol, Microsoft Access Database and SQL
· Certified in Work Keys
· Pursuing Security + Certification 
Education:

Wallace State Community College
Hanceville, Alabama
2007-2012
GPA: 3.33
Degree: Associate Applied Science in Network Technology
Dean’s List: Fall 2010, Spring 2011, Summer 2011 and Spring 2012

Holly Pond High School
Holly Pond, AL
2001 – 2005

Additional Training:
2007   CIS 146 Microcomputer Applications 
2007   ECO 231 Principles of Macroeconomics
2007   BUS 215 Business Communications
2007   CIS 110 Programming Logic and Design
2008   CIS 222 Database Management, Oracle
2008   ECO 232 Principles of Microeconomics
[bookmark: _GoBack]2009   MTH 112 Pre-Calculus Algebra
2009   BUS 241 Principles of Accounting 1
2010   MGMT 150 INTRODUCTION TO BUSINESS

References:
Shannon Bentley (256)797-5811
Security Specialist, G2/AMCOM, Redstone Arsenal, AL 

Stacie Creque (256)468-7196
Graphics Specialist, Wyle-CAS, Huntsville, AL

Joey Gardner (256)658-4411
Firefighter, City of Huntsville, Huntsville, AL 
