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Elizabeth Maynard

	Objective
	Responsible team player who exhibits excellent problem solving and self-motivational skills. Thorough and efficient with the ability to learn quickly. Presents a positive attitude, and is experienced in customer relations. Punctual, trustworthy, organized and hardworking. 



	Work experience
	At&t Mobility

December, 2008 – December, 2011

Westminster and Longmont, CO

As a Finance Representative I handled back-end operation for retail stores. Duties included:  review and tracking of inventory being shipped to the store’s location, review and analysis of inventory on hand, adjusting inventory with manual orders and transferring to other locations to keep days-on-hand stats within policy; Counting of back bank, register banks, change orders, deposits, and insuring deposits got collected by company’s transport service. Overseeing of quality assurance and advising management of register paperwork and end-of-day paperwork by each sales rep for the retail store on a daily basis. Overseeing quality assurance included proper coding, correct amount of discounts and amount of individual nightly deposits. I also assured policies were followed with credit card, debit card, check and, cash transactions. While overseeing things listed above, I had to be very efficient with operating systems, internal policy websites, internal escalation spreadsheets, and ticket filing systems. 

At&t 

May, 2007-December, 2008

Boulder, CO

As a Sales Support Representative I handled change of financial responsibilities, transfers of service, billing explanation and rate plan analyses for wireless retail customers. I resolved escalations, billing re-rates, credits and adjustment to retail customer accounts. I navigated through complex billing and internal policy websites while assisting customers. I always showed empathy and respect while listening to customers’ billing concerns, rate plan misunderstandings, and giving credits for any needed adjustments. Over flow duties included greeting customers and starting the wireless device sale with a warm transfer to an open sales representative. If no sales representatives were available, I followed through with the wireless sales process.  

Cingular Wireless, now the new AT&T  
               
  
December, 2005- May, 2007
Bothell, WA 
Answer/Reply to inbound emails for Business Services customers and Internal Sales Associates. Duties include attaching discount number to wireless account, when attaching wireless billing accounts you have to know data entry well, as creating new accounts and transferring service is a big part of the job, customer problem resolution, rate plan analysis, feature changes, and promotion changes to best suit the business customers. These duties require knowledge of many computer applications, which requires multi-tasking on daily basis.
Cingular Wireless

              

February, 2005 – December, 2005
Bothell, WA

Answer inbound calls for National Business Services customers. Duties include customer problem resolution, rate plan analysis, phone programming, technical troubleshooting, billing inquiries, billing solutions, feature changes, and promotion changes to best suit the business customers. Dates :Feb 28th-May 6th, 2005 Long Term Temp Staffing through Mentor 4
New Frontier Media 
2001-2004
                  

Boulder, CO


Answer inbound calls for satellite customers of Ten Networks. Duties include placing orders, technical support, answering billing questions, ensuring continuous credit card processing and monitoring company website for and escalating broadband errors.



	Skills
	•
MS Office

•             Efficient in the use of proprietary internal operating systems

•
Internet literate

•
Detail oriented

•
Organized

•
Multi-tasking

•             Microsoft Word and Excel



	
	


