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	Professional Goal

	To obtain employment in an exciting and challenging atmosphere with a well respected company.  I am seeking a position that will allow me to develop better career skills as I help the company to achieve their goals. I believe that a rewarding career awaits me as I am eager to learn and do whatever it takes to prove myself and become the company’s next best employee.

	· Experienced telephone skills
· Excellent verbal & written skills
· Great at conflict resolution
· Honorable and trustworthy
· Positive attitude always
· Outstanding functional & technical skills
	· Superior customer service skills 
· Advanced math skills
· Extreme patience
· Professionalism at all times
· Accurate accounting & cash handling

	Professional Experience

	IBM, 6300 Diagonal Hwy, Boulder, CO  80301
February 2012 – September 2012 
Technical Support Agent 
Responsibilities:

· Answering phones in call center & using a multi-line phone system  
· Assessing clients’ technical and electronic needs & issues
· Troubleshooting a wide-range of computer problems
· Teaching clients new work functions on their PC
· Installing new software and demonstrating how to use it
· Uninstalling outdated programs and refreshing software lists
· Using Active Directory to gather client and technical knowledge
· Removing malicious software and aiding with performance issues
· Ordering new hardware and accessories for clients when needed
· Creating international Work Orders & assigning them correctly
· Using multiple computer systems & online resources to troubleshoot
· Finding quick viable workarounds for clients’ unique PC problems 
· Archiving clients’ emails and aiding clients to access their email
· Assessing security & update status on clients’ computers to ensure they meet the minimum company standards
· Performing password resets & helping clients who are locked out of their PC or a particular computer system
· Assisting with a variety of software including Microsoft Office Suite, Oracle Java, Adobe Flash, SharePoint, IBM Lotus Notes, and more
Boston Market, 14103 Denver W Pkwy., Golden, CO  80401
September 2011 – December 2011 
Virtual Agent for Holiday Season 
Responsibilities:

· Taking catering orders or quotes over the phone
· Make meal or menu suggestions while following call scripts
· Deliver excellent customer service while utilizing several systems
· Working with and assisting internal and external customers
· Handle or escalate calls appropriately
· Effectively make use of available on-line resources to aid customer
· Adhering to department/company standards and guidelines
· Being responsible to work from home and get the job done
· Being the voice of Boston Market
Pearson Farms, Box 71 Rural Route 3, Beloit, KS 64720

October 2008 – October 2011 (Intermittently)

Responsibilities:

· Operating/servicing/repairing tractors, implements, machinery & vehicles
· Fence-fixing, roofing and general property preservation
· Purchase fuel and supplies in town and delivering them to the field
· Work long shifts with little to no supervision and meet deadlines
· Cleaning, meal preparation & misc. errands especially during harvest
Cook’s Fresh Market, 1600 Glenarm Pl., Denver, CO  80202
October 2006 – October 2008
Lead Cashier
Responsibilities:

· Accurate operation of cash register to the penny
· Handle all customer returns & exchanges
· Superior customer service – always ensuring complete satisfaction
· Suggestive sell and up-sell merchandise whenever possible
· Answering phones
· Training new employees on all job aspects
· Taking inventory and stocking shelves
· Greet all customers and make them feel welcome
· Constructing promotional displays & attracting new customers
· Loss prevention and making security reports
· Opening & closing the store 
· Assistant buyer – aiding in new product decisions
· Ordering product from out distributors
· Assisting in full catering events outside of normal work schedule
· Filling custom & special orders
· Programming registers to match current inventory and pricing
· Creating all necessary paperwork from price signs to special orders
· Assisting other employees in their work areas (bakery, deli, meat etc.)
· General cleaning and upkeep of all Front of House

	SDI of Beloit, 226 E. Hwy 24, Beloit, KS  67420
April 2005 – May 2006
Head Cook
Responsibilities:

· Strict adherence to all health and safety guidelines
· Proper cooking and tempering of all foods
· Careful and safe operation of equipment
· Opening & closing the restaurant
· Training new employees on correct procedures
· Customer satisfaction - handling any conflict with proper resolution
· Cleaning and upkeep of kitchen 
· Answering phones & taking orders
· Assisting manager in decisions to keep labor costs down 

	Casey’s General Store, 806 N. Hwy 14, Beloit, KS  67420
April 2005 – January 2006
Cashier
Responsibilities:

· Always accurate cash handling & drawer reconciliation
· End-of-day accounting & safe drops
· Greet all customers and point out current store promotions
· Up-sell and suggestive sell whenever possible
· Constant monitoring of equipment and gas pumps
· Adherence to all laws regarding age-restricted sales
· Cleaning & store maintenance 
· Taking inventory 
· Stocking shelves
· Assist in kitchen during a rush
· Loss prevention


	Education

	Beloit Jr.-Sr. High School, Beloit, KS  67420
Graduated - High School Diploma – May, 2004


Awarded Gold Level Career Ready Certificate for the Work Keys Skills Assessment

