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	Heather Kieffer
29131 Sinclair Road
St. Charles, MN 55972
Phone: 507-319-5654
heatherlkieffer@gmail.com
Career Snapshot
Eight years of commended performance in key customer service and clerical roles.
Expert in customer care/communications, problem solving and relationship building.
MS Office proficient.
Awards
“Top Trainee in Customer Service Excellence,” 1995 
Three-Time “Employee of the Month,” 1997, 1999 & 2002
“Perfect Attendance,” 1996 & 2000
Computer Skills
Word, Excel, PowerPoint, Access, Outlook, Internet Explorer
Mission Statement
Strive to exceed customer/ employer expectations by delivering second-to-none service. Always make the customer feel they are the top priority.
	
	Clerical & Customer Service Representative
Offering an outstanding record of customer care excellence within fast paced environments that include… 
Inbound and Outbound Call Centers    Online Customer Service    Front Desks
Key Skills

	
	
	Superior Customer Service
Troubleshooting/ Problem Solving
Customer Order Fulfillment
High Accuracy Data Entry
	Call Center Operations
Complaint Handling
Up-Selling/Sales Support
General Office

	
	
	Professional Experience

	
	
	GRAINGER INDUSTRIAL SUPPLY — New Hope, MN
	Online Customer Service Rep, 2001 to 2002

	
	
	UNITED HEALTHCARE. — Golden Valley, MN
	Customer Service Rep, 1999 to 2001

	
	
	ASPEN EMPLOYMENT SERVICES — Roseville, MN
	Office & Payroll Assistant, 1997 to 1999

	
	
	MONTGOMERY WARD DIRECT  — Plymouth, MN
	Customer Service Specialist, 1995 to 1997

	
	
	Provided telephone, online and face-to-face customer service/support within call centers, front desks and professional sales offices. 
Performance Review Excerpts
“…Heather exemplifies excellent customer service…Identifies opportunities to increase customer retention and satisfaction through the use of up/cross-selling strategies and excellent communication skills…well organized, with the ability to multitask and prioritize workload…” (2002 Performance Review, Grainger Industrial Supply)
“…For the second year in a row, Heather has been the top representative on my team…continually exceeding all of her accuracy goals of 90%...excellent communication and well organized …excels in working independently as well as on a team in a fast-paced environment…” (2000 Performance Review, ABC, Inc.)
 “…Many of our customers rave about the above-and-beyond service and undivided attention they receive from Heather…highly resourceful…a true customer service professional…” (1998 Performance Review, Aspen Employment Services)
“…Handles the demands of a high-volume call center with ease…exemplary customer service and complaint handling skills… dedicated and reliable…” (1996 Performance Review, Montgomery Ward Direct)

Education
ELK RIVER AREA HIGH SCHOOL — Elk River, MN
3.8 GPA, Diploma 1995




