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Objective
As an experienced customer service associate, I would like to put my earned skills to good use and provide assistance to the customers by solving their queries. While earning this experience, I have gone through different situations and earned skills to handle the arising problems and tricky conditions
Experience
Acceptance Auto Insurance					June 2013 – August 2013
My responsibilities as a customer service relations were to take payments, write policy, answer the phone and any question a customer had.  
Skills:
· Computer skills
· [bookmark: _GoBack]Deal with multiple problems at one time for customers.
· Make sure each customer understood their policy and made payments on time.
· Answer phones and make sure the calls reach the right person.
Trinity Baptist Pre-School Teacher - 2 Year Olds	August 2011 – August 2012
Responsible for providing a safe and developmentally appropriate preschool program in accordance with all relevant legislation, policies and procedures for Trinity Baptist Pre-School and Day Care Facilities. Responsibilities include planning and implementing a program to teach young children with methods that ensure the development and safety of these children in accordance with relevant federal, territorial and municipal legislation and policies. 

Skills: 
Exceptional communication skills acquired in managing relationships among staff and facilitating  	
parent-child relationships
Strong ability to problem solve 
Expert planning and project management skills 
Demonstrable knowledge in operations procedures, emergency procedures, and risk management
Professional Personal In-Home Child Care Provider	October 2009 – January 2010
Provided a safe, caring, nurturing and stimulating environment overseeing 5 to 6 children.  Responsibilities include caring for children ages 3 months to 12 years old. Managed household activities for all children an average of 8 to 10 hours a day 7 days a week administering meals, cleaning up after children, helping children with schoolwork, organizing and engaging in activities with children, etc. 
Skills:
Exceptional time management skills and scheduling activities 
Responsible and dependable communications liaison for parents as I transported children to and from school/activities, preparing meals for children and/or family, performed grocery shopping, ran errands, and handled laundry, etc.
Assertive and organized
Ability to work long hours and demonstrate a hard work ethic
Patient in demanding situations
Trustworthy with a strong initiative
PROCOMM Customer Service Representative	January 2011 – July 2011
Answered customer/client requests or inquiries performing answering services duties. Required to work in multiple queues/skill sets over various customer contact channels. Continually maintained working knowledge of all company services with focused attention on how to optimize operational systems to process information for clients.
Skills:
· Exceeded customer expectations in answering calls 
· Managed client needs on a demanding schedule
· Data entry and computer skills
· Problem solving skills 
· Expert interpersonal communication skills 

Tippy Toes Boutique								October 2009-January 2011

Serves customers by providing merchandise; supervising staff.

Skills:
· Customer Focus
· Tracking Budget Expenses
·  Pricing, Vendor Relationships
· Market Knowledge
·  Staffing
·  Results Driven
·  Strategic Planning
·  Management Proficiency
·  Client Relationships
·  Verbal Communication

Seneca Baptist Daycare Toddler Teacher and 4/5 Year Olds Leader 	August 2005 – October 2009
Communicated effectively with infants, toddlers, their parents, and other staff. Provided quality, nurturing care to infants and toddlers enrolled in the program. Demonstrated skills to properly address developmental needs of infants and toddlers.

Skills:
· Responsive and quick in managing conflicts
· Expertise in time management and scheduling activities 
· Promoted relationship management between staff and parents and children
· Organizational skills 

NASON Inventory Specialist 			June 2007 – March 2008
Compiled and maintained records of quantity, type, and value of material, equipment, merchandise, or supplies stocked in establishment: Counted material, equipment, merchandise, or supplies in stock and posted totals to inventory records using computer programs. Compared inventories to office records or computes figures from records, such as sales orders, production records, or purchase invoices to obtain current inventory.
Verified clerical computations against physical count of stock and adjusted errors in computation or count. Reporting required that compiled information on receipts or disbursements of material, equipment, merchandise, or supplies, and computes inventory balance, price, and cost. Prepared reports, such as inventory balance, price lists, and shortages. Prepared lists of depleted items and recommends survey of defective or unusable items.

Skills:
· Strong attention to detail
· Task oriented 
· Established computer skills 
· Excellent reporting skills 
Education
Seneca Senior High School	May 2006
Phlebotomy Certification MedTexx Corporation	June 2007
Certified Nursing Assistant	December 2009
Tri-County Technical College					January 2009- Present
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