Tracey Lofgren
2424 Glen Place
Davenport, IA 52804
563-320-4125
traylofgren@aol.com


SUMMARY

Customer service, office professional experienced in telecommunications and administrative duties.  Strengths include proficiency utilizing company computer software program tools along with Microsoft Office and multiple Windows versions.  Provided teamwork and guidance while training employees in a call center environment.  Recognized for delivering excellent customer service and exceeding goals.


EXPERIENCE

VERIZON BUSINESS, Davenport IA                                                     			   Mar 1996 – Feb 2014 

Sr. Coordinator, Customer Service

Responsible for coordinating and leading conference calls and taking conference reservations while providing quality customer service.

· Effectively communicated directly with small, medium and enterprise level business and government agency customers to plan and coordinate quality calls.
· Maintained knowledge of all conferencing products to educate customers on services provided.
· Recognized for establishing and maintaining customer relations by providing courteous and professional customer service.
· Trained new employees on new product and services.
· Delivered exceptional customer service as measured by call monitoring process.


EDUCATION

Black Hawk College										1984
	Associates of Applied Science

United Township High School									1982


PROFESSIONAL DEVELOPMENT / SKILLS

VZ Learn Courses: Deliver A World Class Customer Experience, CPNI, Customer Communication Standards, Code of Conduct: Integrity in Action

Windows 95, 98, XP and Vista.   Microsoft Office: Excel, Word and PowerPoint



