Bradley S. Reed

4920 S. Prince Ct. Apt 204



Home Phone:  
719-648-0185

Littleton, CO 80123
 


      
E-mail:  bradley.reed@doane.edu

Career Objective:  Obtain challenging position in the private or government sector, contributing my leadership and management skills toward meaningful, enjoyable work.  Available for employment immediately.

Education:

· Bachelor of Arts Degree, Political Science, Doane College, Crete, Nebraska

· High School Diploma, Bellevue West High School, Bellevue, Nebraska

Customer Service and Sales Consultant, Comcast, Denver, CO (July 2010-March 2013)
· Balances ~$3000+ daily through systematic cash handling procedures; completes daily financial reconciliation forms without error
· Compiles monthly equipment and payment receipts

· Serves as store liaison on weekly conference calls to improve logistical efficiency

· Performs clerical functions, including faxing daily safe log and transmitting daily financial logs
· Consults with supervisor on monthly goal planning meetings

· Maintain time and attendance records
· Troubleshoots customer inquiries and quickly resolves discrepancies and concerns

· Exceeds customer satisfaction goals based on daily surveys

· Readily complies with challenging, short-notice company policies and procedures 
· Supports multiple business locations with varying work environments and diverse cliental

· Coordinates all equipment receivables to ensure immediate product availability to consumer needs

Laborer, Best Buy, Colorado Springs, CO (Nov 2008-Oct 2009)
· Manual Labor
· Inventory Control/Distribution
Intern, Town of Monument, Monument, CO (June-Aug 2006)
· Pulled documents relevant to city planning for distribution (maps, town codes, etc.)

· Organized town hall meetings

· Plotted maps for Town Manager/Clerk

Volunteer, Woodmen-Roberts Elementary School, Colorado Springs, CO (Summers 2006-2009)
· Reorganized Library
· Moved furniture in classrooms
Bartender, Veterans of Foreign Wars, Crete, NE (July 2005-June 2006)
Laborer, Falewitch Construction, Bellevue, NE (Summer 2004)
· Manual Labor
· Moved equipment between job sites
· Cleaned up completed job sites
Computer Skills:

Microsoft Word


Microsoft Excel


Internet
Microsoft PowerPoint


10 Key
