                                                         Shyra L. Miliner
                                                        1189 Wildwood Ave.

Dayton, Ohio 45417
shymiliner@yahoo.com

937-270-6250
Objective: To obtain a position in an office in which I can utilize my customer service and college experience to assist others, while satisfying the customers needs and completing the job assigned.

Qualifications: Over 10 years experience in various customer service fields such as sourcing, customer service, call center, in-person sales and telemarketing while proven dependable, professional, ethical, and punctual. 
Work Experience:
June 2011-March 2013  Standard Register 
                                 Dayton, Ohio

· Sourcing Specialist
· Responsible for providing various quotes to Sales Reps 
· Data entry into three major systems
· Constant correspondence between Sales Reps & Vendors
· Negotiation of Sell Prices
· Inbound & Outbound Calls to Vendors & Customers
· Use of excellent customer service skills & problem solving techniques
June 2008- June 2011 Marianist Mission (Non-Profit Organization)
                                 Dayton, Ohio

· Donor Relations/ Customer Service

· Processing of mailed in cash & check donations from Catholic Donors

· Phone Service (Check or Credit Card processing by phone)

· Data Entry of Donor card orders 

· Sorting and Balancing of Monetary Donations 

· Use of IC Verify Credit Card Computer System

· Ability to navigate Constituent/ Traverse Computer System 

· Trained to work in 4 different departments 

June 2007- April 2008 Dayton Daily News (Cox Ohio Publishing)
                                      Dayton, Ohio

· Retention Specialist
· Collections on Past Due accounts (Call Center)
· Customer Service with customer issues & complaints

· Payments by Phone

· Data Entry into SAP Computer System 

· Ability to access multiple computer programs

· Operated Switch Board for the Dayton Daily News Building

October 2001- July 2004 GE Consumer Finance (GE Money)
                                           Kettering, Ohio

· Collections on Past due credit card accounts

· Ability to access account information 

· Responsible for giving financial advice

· Use of multiple computer systems simultaneously

· Use of excellent communication & customer service skills

· Responsible for taking inbound & outbound calls

Educational Background:
June 1998- June 2004 Sinclair Community College- Dayton, Ohio

· Associates of Arts Degree- Liberal Arts & Science with Political Science Emphasis

· Sinclair Community College Young Scholar

September 1994- June 1998

· Belmont High School- Dayton, Ohio

Accomplishments: High School Diploma, College Degree, perfect attendance, High School Basketball Captain, all-city league player, MVP, student council member, Sinclair Community College Young Scholar, Homecoming Queen, and Who’s Who among American Scholars
Technical Skills: Microsoft Office, Microsoft PowerPoint, Microsoft Excel, Windows Programs, Internet, E-mail, Fax Machines and many other computer capabilities.

References available upon request……
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