2400 W RESERVOIR RD #101 GREELEY, CO 80634
(970)313-6989  MELISSARICHARDSON3710@GMAIL.COM

MELISSA S. RICHARDSON

OBJECTIVE

To obtain a full or part time position. Pursuing management, however, able to start at entry level.

EMPLOYMENT

January 2013 – Present,		Xerox. Greeley, CO
Customer Service Representative
Customer service, answering inbound calls, making outbound calls, working on computer systems, handling confidential information, problem solving, and organizing.

April 2011- September 2012, 	FedEx Express. Seattle, WA 
Material Handler, Courier
Loading aircrafts and delivering packages is what I did at FedEx. Working independently and being reliable are the main qualities required for these jobs. Physical requirements are also present.

December 2008-August 2009,	 Shari’s Restaurant. Federal Way, WA
Server
Working with customers as well as co-workers was the main focus of this job. Money transactions, customer service, problem solving, cleaning, ordering/inventory, stocking, etc. These are all responsibilities I pertained as a server.

October 2008-December 2008	, Starbucks. Federal Way, WA
Barista
Coffee making, customer service, and cleaning were the main responsibilities as a barista. When the shop changed from 24 hours to closing at 10pm I left to work a different graveyard position.

September 2007- August 2008, Safeway. Federal Way, WA
Checker
Cashier and deli clerk were my main job titles. Everything from food handling to customer service was my responsibility. Experienced working with registers and inventory computers.


EDUCATION

January 2010-June 2-11  Highline Community College. Des Moines, WA
Business
Certificate in Small Business/Entrepreneurship, AAS in Small Business/Entrepreneurship, and AAS in Business. 

JOB-RELATED SKILLS

Customer service, problem solving, management courses, money handling, task managing, scheduling, inventory, leadership, physical and educational experience, computer knowledge, flexibility, and dependability. Ability to lift over 75lbs, writing skills, load captain qualified for loading aircrafts, driving capabilities up to a W900 truck, defensive driving courses recently taken. 


REFERENCES

Jodi Anderson: (253)332-4462 
Brandie Belonga: (360)827-4706
Kaelin Treadwell: (253)217-6516
Jefferson Klix: (970)313-7110
