Barbara A. Lucas
385 Iroquois  • Lyons, CO 80540
303-823-5978 • whiteraven123@msn.com
OBJECTIVE: To obtain the job of Customer Service Representative
PROFESSIONAL SUMMARY
· 15+ years experience providing customer service to clients in diverse settings

· Experience with standard office equipment, including copiers, faxes and scanners
· Multi-line phone experience

·  Familiar with MS Word

· Filing Experience

· Multi-lingual, English/Italian/German

RELEVANT EXPERIENCE
Clerical Support

· Provided receptionist service, greeted customers, determined and addressed needs and received payments  
· Balanced books and made bank deposits daily 

· Answered multi-line phones and directed calls to appropriate departments

· Handled over-the-phone customer complaints, resolving issues when able and forwarding when necessary

· Copied office documents, scanned and/or faxed orders for store

Customer Service
· Experience providing superior customer service both in person and over the phone. 

· Strong ability to address customer concerns in a respectful manner. 

· Able to think independently and trouble shoot problems. 

· Served diverse groups, including international customers, by listening for needs and providing information and services whenever possible
EMPLOYMENT HISTORY
· Sales Associate – Wal-Mart. Longmont, CO. 2007-2008

· Store Manager – Common Scents of Estes. Estes Park, CO. 2006-2007

· Customer Service Representative – Center Partners. Fort Collins, CO. 2005-2006

· Product Demonstrator – Sam’s Club. Fort Collins, CO. 2004-2005

· Manager, Misti’s Mountain Gifts. Estes Park, CO. 2002-2004

· Sales Associate/Manager, Cabin Fever. Estes Park, CO. 2000-2002

EDUCATION
· Medical Assistant Certificate – Pikes Peak Health Careers. Colorado Springs, CO

· Associate Degree in Business – Blair Junior College. Colorado Springs, CO.
