Diane Liu

2002 Alpine St

Longmont, CO, 80504

(720) 231-9728

Email: Diliu4456@gmail.com

SKILLS AND QUALIFICATIONS

· Developed interpersonal skills.

· Communication abilities, both written and oral.

· Self motivated, strong leadership and cooperative team member 

· Meet deadlines; work well under pressure.

· Detail oriented, organized, patient,methodical, flexible and goal directed

· Experience in management and training

· Experience as Real Time Analyst

· Proficient in typing (45 WPM)

· Experience in Payment Tech and Business Objects

· Experienced in Microsoft Word, Excel, and PowerPoint

Professional Experience

Career Connections Inc. : 





                   December 2011-Present

     Intuit TurboTax and Apple Inc.

· Advancement to support positions within both companies (Tier 2 and Real Time Analyst)

· Engaged in providing excellent customer service.

· Provided software support to customers using TurboTax and Apple products

· Managed supervisor calls and provided guidance to Tier 1 agents

· Took over responsibilities of Tier 2 Team Lead 

· Trained Tier 2 agents and Real Time Analysts

· Real Time Analyst: Monitor call traffic and staffing levels on real time basis and make necessary adjustments as needed, communication with operations team, track scheduling, track and report system problems and escalations, etc.

Walgreens 




                                          September 2011- January 2012

    Photo Specialist/ Cosmetic Clerk/ Customer Service

· Worked proficiently at numerous positions within Walgreens

· Replenish shelves, manage merchandise, maintain clean environment

· Trained in photograph development and ordering system

· Provided great customer service and prompt service

Fong Garden Restaurant                                                                             July 2011- September 2011

    Cashier

· Maintain the front end and resolve conflicts with customers

· Ensure that customer's orders were taken correctly

· Proficient in every workstation and procedure in order to assist managers, crew members and chef

· Supervise and train incoming staff members how to collaborate and work proficiently

Ito Inc., Kikka Sushi                                                                                            June 2010 to July 2011

Sushi Chef

· Assist with public relations and food service

· Supervise and train incoming staff members on how to collaborate and work efficiently

· Resolved conflicts with customers/ provided customer service

East Moon Asian Bistro                                                                                          May 2010- July 2010

Server

· Ensure customer's orders were taken correctly

· Provide great customer service to ensure customer satisfaction

· Bussed and organized serving area

· Trained incoming staff members.

Education

    Front Range Community College                                                            January 2010-Present

· Biology Major

     Skyline High School                                                                                       May 2009

· Graduated with diploma, Class of 2009

Languages

· English

· Mandarin Chinese

References

· Available upon request

