

Victoria Martin 
1009 Lois Place Apt 312 Joliet, IL 60450 (815) 508-9995 daijahmommy@gmail.com


Summary

Customer Service Professional with the ability to communicate well
With others. Proven track record with team work and reliability.
Excellent in demonstrating leadership, focus to details, and a hard
Worker. Dedicated to utilizing time/resources, and achieving goals.
   


				 Experience

CEC Colorado Technical University  	Downers Grove, IL 
  Admissions Advisor                                                                                       2013-Present

· Speaking with Prospective Students (on Phone) 
· Greeting Students/ Assisting with career goals 
· Enrolling Students
· Filing Paper Work
· Meeting Deadlines 

Xerox
Customer Care Assistant                                                        		             Bolingbrook, IL
· Greeting customers/agents                                                      		                2012-2013
· Customer Service/WNP calls
· Assisting Customers with Bills or Any Concerns they have
· Collecting Payments 
· Dealing with customer personal information


Hollywood Casino 									     Joliet, IL
Deli Counter Associate 									     2011-2013
Receive payment by cash, check, credit cards, vouchers, or automatic debits by using cash register.
Issue receipts, refunds, credits, or change due to customers.	
Ensure guest are enjoying their self’s.
Prepare food and prep other types of food for guest.  

Franciscan Village									     Lemont, IL
Server									     2010-2011
Served food and drinks to residents and guest.
Set up dinner tables before residents entered dining area.
Maintain clean work environment by cleaning up after each meal.

McDonalds										      Joliet, IL
Cashier											     2009-2010
Helped and served customers on a daily basis.
Maintained upkeep of the entire facility.
Trained properly on how to use the cash register.

WSW Doctor Office									       Joliet, IL
Assistant 									        2009
Recorded assessments data involving patient information on a daily basis. 
Assisted patients with proper documents prior to meeting with their doctor.    
Conducted day to day office duties such as faxing and filing documents. 

Lincoln College Desk Clerk								   	       Lincoln, IL
Clerk  									       2008-2009
Filed student documents as assigned by supervisor. 
Provided students with directions on and off campus. 
Transported students to local stores and restaurants.

Subway 											        Joliet, IL
Cashier 											       2007-2008
Maintained upkeep of the entire facility.
Prepared all foods for customers as well as caterers.
Opened and closed restaurant as directed by manager. 
Trained other cashiers on the cash register, and food preparation. 

Education
Joliet West High School									        Joliet, IL
[bookmark: _GoBack]High School Diploma									       2004-2008

Technical Skills Microsoft Word, Excel, PowerPoint, Internet


