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	Demelza Lebi
1509 Dayflower Dr. Madison, WI 53719
Home: 608-833-9017 • workingmom20@hotmail.com


QUALIFICATIONS SUMMARY

Motivated and seasoned customer service representative with years of experience in working with both English and Spanish populations. Effective leader with strong people skills and very detail-oriented. Trustworthy, ethical, confident and resourceful in completing projects; able to multitask effectively.

•Maintain professional demeanor    •Word Processing and Typing    •Filing and Data archiving    
•Interpretation and Translations     •Excellent Translation Skills       •Fluent in Spanish 
•Well Organized                            •Office Equipment Operation     •Microsoft Word and Excel 
•Customer-Focused                       •Telephone reception               •Assertive and Very Kind


EDUCATIONAL BACKGROUND

Madison College     2012-Present
Liberal Arts Transfer Program

Madison Area Technical College Madison, WI Technical Diploma 2008-2009
Language Interpreter for Health Services Program


PROFESSIONAL EXPERIENCE

County of Dane
Bilingual Clerk Typist III      Feb 2011- Aug 2012
Reception in English/Spanish for Dane County Child Support Agency call center. Helping customers with legalities of child support and disclosing payment information along with case information.  Documentation of every call, taking messages for investigators. 

Hamilton Relay
Bilingual Communications Specialist    April 2010- Feb 2011
Processing calls for the deaf and hard of hearing.  Typing either incoming or outgoing calls for TTY users.   Sign language and deaf culture awareness. 

Office Team/H&R Block
Bilingual Customer Service Professional Oct 2009- April 2010
Help out the Spanish speaking clients with initial tax preparation process. Create client folders, making appointments, answering phones, keeping track of client numbers, programming appointments into the system, take client payments. 



