JESSICA MCCRAREY
8441 Parkland St #308 | Broomfield, CO 80021 | Home: 720-498-8062 | j.mccrarey@aol.com 

CUSTOMER SERVICE REPRESENITIVE
	Customer Service Expert * MS Office "Power User" * Adept Written/Verbal Communicator



KEY SKILLS

	Office Skills:
	Telephone & Front Desk Reception, Customer Service, Filing, Database & Records Management, Executive & Administrative Support, Reports & Spreadsheets, Complaint Handling, Data Entry (50 WPM)

	Computer Skills:
	Word, Excel, PowerPoint, Access, MAS, 10 Key, Outlook, Windows Vista/XP, 



PROFESSIONAL EXPERIENCE

Student – Red Rocks Community College 7/2013 – Present
I was on medical required bed rest because of pregnancy; I attended Red Rocks Community College during the duration of my pregnancy and am still enrolled as a fulltime student.

UNCC - Call 811 (Golden, CO), CSR 3/2013 –7/2013
Processed incoming calls for locate requests – Processed Emergency locate requests
-Handled heavy call volume efficiently and with high accuracy 
-Provide strong attention to detail 
- Execute consistent data entry and map reading skills
-Provide a professional customer service experience to incoming callers – Handled Customer Issues and fixed incorrect locate tickets.
DISH NETWORK CORPORATION (LITTLETON, CO), CSR, 6/2010 – 3/2013
Payments and Billing - accepted payment by credit card, explained self-serve payment solutions, and    explained charges on the customer’s bill.
Product features - assisted customers with pay-per-view orders, changed programming packages, initiated equipment upgrades, and answered general questions.
Technical Support - troubleshoot a variety of technical issues, from signal loss to remote control use.
 Sales - used a consultative approach to educate and offer existing customers additional programming,   products and services to enhance their DISH experience.
WAL-MART CORPORATION (OMAK, WA) Sales Associate 7/2006 – 2/2010
During the four plus years I spent with Wal-Mart I was cross trained in the Deli, Bakery, Meat Department and front end. I was the lead sales associate in the deli and handled customer complaints and any unforeseen issues that came up. I oversaw the monthly deli and bakery inventory and relayed inventory information to my department manager. I was my department’s point of contact for all merchandisers and vendors and made them aware of all display and MOD requirements.

EDUCATION

RED ROCKS COMMUNITY COLLEGE (LAKEWOOD, CO)
AS in Business Pursuing

WENATCHEE VALLEY COMMUNITY COLLEGE (OMAK, WA) 
AS in Business Pursuing

OKANOGAN HIGH SCHOOL
CLASS OF 2006


ADDITIONAL INFORMATION

"Jessica is a first-rate administrative support professional...excels in organizing our busy front office… ensures all of our customers' needs are taken care of…truly an exceptional employee..."
-- Excerpts from 2012 Performance Review given by Account Manager James Vaughan



REFERENCES

Jacquelyn McClure (303) 232-1991

Brittany Christie (509) 429-5497
Shaun Bolton (509) 826-6002
Craig Fingar (509) 826-6002

