Cynthia Nelson

1259 S Boston Street
720-938-6526

Denver, CO 80247
c_nelson68@live.com

Summary of Qualifications

Skilled customer services professional with Management background, experienced in meeting or exceeding performance standards with additional call center experience. Proficient in project management, security, and billing. Skills include research, problem solving, and information provision. Areas of expertise include: 

	· Individual Contributor/Team Player
	· Skilled in handling escalated customer service issues
	· Proficient in Windows, Word, Photoshop & Illustrator

	· Analytical and creative thinking skills
	· Able to multitask while prioritizing tasks


	· Associates Degree in Graphic Technology

	
	
	


Professional Experience

Nelnet, Aurora, CO
Accounting Department Temporary
2012

· Research Student Loan overpayment history and submit results to the Accounting Department. 

Colorado Department of Health, Denver, CO
2011- Current
Health Survey Interviewer

· Conduct and submit telephone surveys for the State Health Department and the CDC.

Excel Personnel, Denver, CO
2011
Temporary assignment: Assembler for Jeppesen Airside
· Revised, assembled, and updated airline pilot’s flight manuals.

Southwest Airlines, Denver, CO
2010                
Customer Service Representative

Provided general ticketing, baggage, and boarding customer service using CS2, Brutis, and Cirrus programs.
· Handled customer’s ticketing and check-in needs, assisted children and disabled customers.

· Announced flight arrivals, departures, and monitored boarding process.

· Provided travel, weather, and connection information. 

· Handled oversell and re-booking details.

· Processed information and maintained documentation regarding lost or damaged luggage.

· Arranged delivery of misrouted luggage and lost and found items.
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OppenheimerFunds, Centennial, CO
2005-2010
Mail Processor; Deposit Services, Special Services, Financial Services Representative
Processed incoming mail by sorting, opening, distributing, and routing to correct queues. 

Processed faxes as received under same guidelines. Provided air bill and general mail information assistance internally as requested or required. Deposited checks in remit-pro. 
As a Financial Service representative, provided assistance utilizing research and maintenance skills as required.

· Accurately reviewed mail requests and routed to correct queues.

· Assisted with distribution and workflow within department as needed. 

· Processed incoming mail as received in timely manner to meet deadlines.

· Researched and approved medallion stamps as required.

· Assisted in Imaging and Deposit Services areas as needed. 

· Qualified incoming call center calls using secure guidelines in order to assist shareholders and financial representatives.

· Processed monetary transactions, updates and corrections as required.

Home Depot, Denver, CO
2002-2005
Cashier, Returns Clerk
· Accurately rang up sales returns, and met required metrics.

· Provided excellent customer service.

· Accounted for daily monetary balance, kept cash and return records. 

Federal Express, Orlando, FL
2004-2005
Document sorter, Courier
Received, sorted, and routed incoming documents and packages to correct loading areas in a timely manner for ease in loading delivery vehicles. 

Demonstrated multitasking skills while providing exceptional customer service.

Met aircraft, unloaded aircraft cans, loaded and delivered documents to station for sorting.

Delivered packages and communicated with dispatcher, drivers, shippers, and receivers, providing excellent service and professionalism.

· Exhibited reliability, efficiency and driving skills.   Maintained a route to pick up airport packages for sorting at center.

· Organized truck in order to assure delivery on time in order to provide excellent customer service. 

· Exhibited professionalism while conveying positive and helpful attitude.

United Parcel Service, Orlando, FL


1988-2002
Onsite Management Specialist
Fulfilled various duties that included customer service, dispatch, liaison, billing, security/high value package tracking, and management specialist.   Served as a liaison between drivers and upper management staff. 

· Dispatch skills enlisted in arranging deliveries and pick-ups with time constraints.
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· Liaison between shippers, receivers, drivers, other hubs, and upper management.

· Research skills used in identifying delivery and pick up issues.

· Multitasking skills used in providing communication between drivers and receivers.

· Processed standard billing forms, handled billing discrepancies.

Education/Training

Associate in Science – Graphic Design Technology
Valencia Community College 
Orlando, Florida

General studies – English and Art
Community College of Denver

Oppenheimer Courses: 

Tax training

Personal check processing

Accurate Data transfer

Business Writing I and II

                                                          Southwest Airline Training:

CS2

Brutis, Cirrus

