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BENJAMIN ROBERTS


1314 WEST 4TH AVENUE, F-301 BROOMFIELD, CO 80020, Cellular 214-843-8058 Cellular 469-685-3132 oneevilguitar@gmail.com
Objective
Customer service oriented professional seeking position within a company that is growth oriented, and results driven.
Qualification Highlights
• Competent using software including:  Windows, Word, PowerPoint, E-mail, and the Internet.
• Recognized for long hours, commitment to customers, attention to detail, professionalism, and follow-up.
• Use clear, concise communication skills in conjunction with organizational skills to perform daily duties.
• Mediation and problem solving skills.
• Effective management, technical, and supervisory skills.
• Demonstrated ability to meet the needs of patrons, dependable, hard working, reliable, and punctual.
• Work well as a team member or independently.
• Met or exceeded all performance goals to date.
• Commended for dedicated work ethic and rewarded by steady promotions and training in all aspects of work.
Experience
2010 - 2011Personal Assistant, Residence of Stephen and Lisa Ecker, The Colony,Tx
• Advised and assisted family members in planning nutritious meals, purchasing and preparing foods, and utilizing commodities from surplus food programs
• Evaluated needs of individuals served and planned for continuing services
• Prepared and maintained records of assistance rendered
• Assisted client with dressing, undressing, and toilet activities
• Assisted parents in establishing good study habits for children
• Obtained information for client, for personal and business purposes
• Assigned housekeeping duties according to children's capabilities
• Assisted in training children
• Explained fundamental hygiene principles
2007 - 2010Customer Sales Associate, Blockbuster Video inc., The Colony,Tx
• Conferred with customer by phone and in person to determine customer need, and meet weekly sales goals.
• Completed forms, prepared change of address records, and inventory using computer
• Determined charges for service requested and collected deposits
• Solicited sale of new and additional products
• Resolved billing and sales complaints and referred grievances to designated departments for investigation
• Working knowledge of all products and services past,present, and future
2006 - 2007Command Center Specialist, Virgin Mobile Cellular inc., Carrollton,Tx
• Answered customer questions, and explained available services
• Easily establish rapport with people of all ages, cultures, and beliefs
• Earned a reputation as a valuable and cooperative coworker by: being fair, honest, and willing to help others when needed; effectively resolving conflicts at appropriate times; and assisting new managers and other staff to become familiar with policy and operations
• Developed solutions as part of quality management team
• Effective in stressful situations
• Designed custom spreadsheet programs for internal use as well as for clients
• Dealt tactfully and effectively with difficult customers
• Ability to assess organizational needs and implement administrative procedures
• Evaluated potential and active trouble spots involving staff, customers, and companies
• Excellent mediator, arbitrator, and facilitator
2003 - 2006Assistant Manager, Super 8 Hotels inc., Addison,Tx
• Coordinated front-office activities of hotel and motel and resolved problems
• Inspected guest rooms, public areas, and grounds for cleanliness and appearance
• Observed and monitored performance to ensure efficient operations and adherence to facility's policies and procedures
• Arranged telephone answering service, delivered mail and packages, and answered questions regarding locations for eating and entertainment
• Greeted and registers guests
• Collected payment and recorded data pertaining to funds and expenditures
• Showed, rents, and assigned accommodations
• Conferred and cooperates with other department heads to ensure coordination of hotel activities
• Interviewed and hired applicants
• Assigned duties to workers and scheduled shifts
• Received and processes advance registration payments, sent out letters of confirmation, and returned checks when registration cannot be accepted
• Purchased supplies and arranged for outside services, such as deliveries, laundry, maintenance and repair, and trash collection
• Answered inquiries pertaining to hotel policies and services and resolved occupants' complaints
• Managed and maintained temporary and permanent lodging facilities
Education
2000G.E.D.,  [ Major ]
Mary Grimes Education Center, Carrollton,Tx
2004A.A.,  [ Major ]
Brookhaven Community College, Farmers Branch,Tx

