
	Kimberly Reich
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Johnsonkimberly1349@gmail.com · www.linkedin.com/in/kimberly-reich-50a29a85 

	Accomplished and energetic with a solid history of customer service, data entry and online sales representative. Motivated leader with strong organization and prioritization abilities.
Overview:
· 8 Years customer service, representative, manager and sales
· Recognized for high level of accuracy in data entry
· Superb communication skills and exceptional performance reviews
· [bookmark: _GoBack]Basic knowledge of Word and Excel
· Self-starter with innovative problem-solving skills


Experience
	2013 – Current
Customer Service, Botanical Interests
· Enter orders utilizing in house inventory system
· Work directly with the customers 
· Monitor customer orders
· Research and resolve customer issues 
· Assist the outside representatives as needed 

	2010 – 2013
Order Filler, Botanical Interests
· Processed incoming orders efficiently and accurately according to procedures
· Identified and escalated priority issues



	2005 – 2006
Customer Service manager, Wal-mart
· Resolve customer complaints
· Issue and cash money orders
· Disperse money to and from cashiers
· Maintained lunch and break schedules for cashiers


	2004 – 2005
Customer Service desk, Wal-mart
· Performed returns and exchanges of merchandise 
· Cashed checks and money orders
· Organized defective or claimed items




	2003 – 2004
cashier, Wal-mart
· Receive payment by cash, check, credit cards, debit cards and vouchers
· Issue receipts, refunds, credits or change due to customers
· Count money in cash drawers at the beginning and ending of shift


Education
	May 2000
Diploma, beckwith academy
· Awarded state award for science project in 1998
· Active member of the choir that participated in competitions
· Regional championship in basketball

	


Skills
	KPH: 12720 Accuracy: 99.5%
WPM: 65 Accuracy: 100%
Knowledge of Microsoft Word
	Knowledge of Excel
Knowledge of Microsoft Outlook
Patient, Attentive & Communitive 
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