DANIELLE L. NIXON 
10150 E. Virginia Ave
[bookmark: _GoBack]Denver Co 80247
Cell: (732) 900-1425
Nixond732@aol.com
_______________________________________________________________________ 
Objective to obtain a position that will allow for further advancement and development in customer service and overall work force. 

Education

Kean University, Union, New Jersey -Graduation Date: August 2009
Bachelors of Arts in English
Major: English

Middlesex County College, Edison, New Jersey - Graduation Date: May 2006 
 Associate in Arts Degree 
 Major: Liberal Arts/Communications 
News 12 New Jersey Edison NJ- Studio Assistant Internship September 2005- 
December 2005
Studio, editing, and master control department 
Assisted monitor broadcasts and edit tapings 
 
______________________________________________________ 
Professional Skills 
· Developed ability to work in high demand fast paced environments such as Cablevision.
· Maintained excellent customer relations and developed customer rapport while at FedEx and Cablevision. 
· Ability to follow instructions well and make decisions with no supervision during Financial Information Inc, internship
· Maintained all record keeping procedures without error 
· Advanced level computer skills; proficient with Microsoft Office XP/2003/2007 , Excel, Power point, Adobe Photoshop and Internet.
· Excellent interpersonal, communication, writing and problem solving skills 
· Over one year Administrative clerical experience/Type 65 wpm
· Managed several sales associates while at Lids.










Employment History 

New Mexico Highlands University August-Present
Tutor
Las Vegas, NM
· Assist students with English composition assignments/statement letters/grammatical corrections
 
Nassau Lens/Essilor- October 2010-March 2011
Customer Service
Northvale NJ
· Answer inbound calls for spectacle and contact lens orders
· Input eye prescriptions into Oracle system   
Cablevision- June 2009-June 2010 Contract Position
Customer Service Representative 
Newark NJ
· Assist Customers with inbound call center cable billing questions and account changes
· Trouble shoot cable equipment/ Set up Technician Appointments/Adjust Services.
· Email correspondence to resolve problems
 
FedEx Kinko’s-October 2008-June 2009
Iselin/Woodbridge/East Brunswick, NJ
Customer Service Associate 
· Adobe Photoshop
· Scanned/Print/Copied/Poster creation/Binding
· Converted files into pdf. format
· Fedex Shipping System
· Microsoft Office 2003/2007
 
Lids Inc/HatWorld, - August 2007-June 2008
Woodbridge/Newark, NJ
Assistant Manager
· Acting Store Manager, when store manager is absent 
· Inventory test checks 
· Shipment/Open and close store/Customer Service 
· Bank deposits/weekly sales quota 
· Embroidery
 
Financial Information Inc- March 2007-August 2007 Seasonal 
South Plainfield, NJ
Editorial Assistant
· Operate personal company system to edit stock and bonds numbers for yearly finance subscription book
· Perform telephone correspondence with retail level investment customers for daily put bond information.


