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Personal Mission Statement
To partner with a company so I may utilize their training and my skills so we can enhance the customer’s experience through excellence.
Skills Summary 
	· Type 40 wpm 
· Fax
· Phones
· Voicemail
· Computer Literate 
· Printer
	· E-mail
·  Internet/Intranet
· Internal Support Portal 
· MS Office MS Outlook
·  My Level 3
·  COM software 
	· Multi task


Employment History 
Apex Systems, Inc. 2012 - 2012
· Assisted new customers/Comcast with online ordering for Remote Call Forward
· Provided documents to the customers for processing
· Provided status updates on orders
· Responded to emails from customers/Comcast Representative
· Contacted customers of rejections
· Confirmed port dates with customers
· Created account information in Webtop

Teksystems, Inc. January 2008 – October 2011
· On a team that provided 24x7 coverage for Elite customers
· Handled escalations
· Assisted with case progression (helping move stagnant cases)
· Quality data entry
· Proper routing of cases and engagement of engineers
· Monitoring of cases to ensure customer satisfaction
· Provided feedback regarding team processes and quality assurance
· Create New Technical/Non-technical Service Request for hardware issues
· Research Entitlement
· Assisted with data migration for two global companies
· Helped customer’s migrate from one system to another
· Enhanced customer experience by registering in MOS
· Helped over 2500 manual updates per week to resolve customer’s issues ranging from down systems to software upgrades.
· Multi-task between updating SR’s with IBM and calling engineers for status updates.
· Assisted with training new employees to system applications and process

  Sprint  Auguest 2007 – October 2007
· Inbound calls from retail stores for phone activation and phone swap
· Technical support for all current and past cellular phones
· Helped Sale Representatives with questions
  
  Federal Express June 2006 – Auguest 2007
· Ensured customer satisfaction by proper package routing
· Efficiently loaded and unloaded stock
· Ensured damaged packages were reported to QA  
Education 
· Pima Medical Institute 
May 2005
Medical Assistant Certificate of Completion

· Northglenn High School 
May 1994
                Diploma
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