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SUMMARY OF SKILLS

· Experience working as a Customer Service Representative with experience in solving customer queries and issues.
· Proficient working on MS office application such as MS Word, MS Excel, MS PowerPoint, MS Outlook and mastery data entry with 40 plus WPM.
· Experienced in handling inbound/ outbound 50–100 calls on a daily basis, attending to customer questions, complaints and concerns immediately and facilitating satisfactory resolution.
· Excellent verbal and written communication skills.
· Quickly learn new databases and computer applications.
· General office and administrative duties.

EDUCATION
Rangeview High School, Aurora, CO						 2009
High School Diploma

EXPERIENCE

5/15-Present – Seeking Employment 

Excel Personnel, Englewood, CO						01/15 – 05/15 
Envelope Stuffer
· Helping pilots navigate their way from airport to airport by organizing & assembling their flight plan books for them.
· Stuffing envelopes with training manuals and charts and maps

Intellisource, Denver, CO                                                                       		07/14 – 10/14
Customer Service Rep
· Take inbound call (regarding warranty claims, order status)
· Transfer calls to the correct department
· Identify and resolve customer issue
· Create warranty claims for replacement cases and accessories
· Data Entry responding back to customers through email for warranty claims

Kaiser Permanente, Aurora, CO						01/14 –05/14
Service Associate/Appointment Setter
· Places outbound calls (regarding account status, complaints, etc.)
· Directs calls for further problem resolution, if necessary.
· Required to manage, guide, and motivate teams through the call process.
· Identify and resolve customer service issues/requests or transfer to appropriate party advocate. Respond to member/customer service, information or product

Macy’s, Denver, CO                                                               			07/13 – 11/13
Customer Service Representative/Sales
· Meeting and making a connection with customers: ask questions and listen to shoppers' needs, then give options and advice on meeting those needs
· Inspiring the customer to buy, celebrating the purchase, and creating a lasting positive impression of you, Macy's, and the purchase
· Demonstrating commitment and ability to build customer relationships and loyalty through personal interaction and the maintenance of a client file
· In applicable areas, ensuring fitting rooms are ready for customers by promptly clearing out merchandise and returning it to the proper area of the selling floor
· Maintaining selling floor presentations, and restocking them as needed
· Learning Macy's systems and procedures to enhance selling efficiencies

Convergys, Denver, CO 							08/12 – 11/12
Customer Service Representative
· Handled 100 plus outbound/ inbound calls on a daily basis, attended to customer questions, complaints, concerns immediately, and facilitated satisfactory resolution.
· Experienced in handling calls from irate customers and providing on time resolutions to their issues.
· Answered phone calls, resolved customer issues.
· Acknowledged and appropriately greeted, assisted every customer in a timely manner.
· Processed customer orders in a courteous, efficient and timely manner.

ESM, Aurora, CO 								06/12 – 07/12
Customer Service Representative									
· Handled complaints of customers  in accordance with the company’s guidelines and policies
· Made 70 plus outbound calls on a daily basis, attended to customer questions, complaints, concerns immediately, and facilitated satisfactory resolution.
· Attended to customer questions, complaints and concerns immediately, and facilitated satisfactory resolution.
· Experienced in handling calls from irate customers and providing on time resolutions to their issues.
· Understand and appropriately use the company pricing system and policies.

Dish Network, Denver, CO 							09/11 – 01/12
Customer Service Representative
· Made outbound calls to customer and provided dish network.
· Made 70 plus outbound calls on a daily basis, attended to customer questions, complaints, concerns immediately, and facilitated satisfactory resolution.
· Provided promotional information to the customers.
· Answered phone calls, and resolved customer issues.
· Processed customer orders in a courteous, efficient and timely manner.

Loretta Tatum Day Care, Denver, CO 						05/09 – 08/10
Secretary
· Provided information to the customer about time and their children.
· Handled 15 plus inbound calls on a daily basis, attended to customer questions, complaints, concerns immediately, and facilitated satisfactory resolution.
· Accountable for watching Kids, cleaning, and cooking.
· Responsible for filing papers and answering phone calls.

Unique Boutique, Denver, CO 							04/09 – 07/09
Salesmen/ Customer Service Representative
· Provided information to the customer about clothes and sold clothes.
· Handled 15 plus inbound calls on a daily basis, attended to customer questions, complaints, concerns immediately, and facilitated satisfactory resolution.
· Responsible for steaming, ironing, and answering phones.
· Attend to customer questions, complaints and concerns immediately, and facilitate satisfactory resolution



