Jermaine C. Ruffin
2229 S. Keeler Rear Cottage Chicago IL 60623
Home: N/A
Cell: 872.800.0245
Objective: To obtain a position that will allow me to utilize my customer service skills
and personal experiences.
Work Experience:
December 2010 – Present
CVR Associates (Contractor of Chicago Housing Authority)
Chicago Illinois
(New Position) Call Center Customer Service Specialist
ESSENTIAL DUTIES & RESPONSIBILITIES
 Demonstrate Excellent Customer Service Skills and ability to communicate effectively with clients and management staff
 Assist Program Participants Navigate Participant Portals and related CVR web tools and web sites related to HCV Program Administration
 Supervise receptionists who are responsible for greeting clients, accepting documentation, and providing general administrative support for Housing Specialists and Supervisors
 Provides technical assistance to approximately 50 on site staff by troubleshooting and resolving minor technical hardware and software issues as necessary
 Escalates and follows up on technical issues that cannot be resolved in house
 Ensure that all receptionists and are providing the highest level of Customer Service possible.
 Maintains the professional appearance of the office environment and take appropriate action as necessary to improve the appearance and professional look.
 Demonstrate the ability to de-escalate difficult clients with effective communication and ability to point clients in the appropriate direction
 Provides a regular assessment of available administrative staff resources to Management and Supervisory staff based on current duties and responsibilities and any special projects that are assigned
 Provides regular reporting as related to customer service and customer service initiatives
 Serve as the point of contact for private contracted security staff and building security staff
 Serve as the liaison between staff and other internal/external clients regarding office space, training, and other resources within the office
 Ensure the office has the appropriate level of necessary supplies and order supplies as needed
 Demonstrate the ability to oversee the incoming and outgoing mail process
 Provide recommendations for process improvements based on daily observations and client recommendations
 Other duties as required
KNOWLEDGE, SKILLS AND ABILITIES
 Advanced abilities in various areas of technology and proven ability to rapidly adapt to new technology with limited training.
 Technical abilities and problem solving skills that will allow for the resolution of simple to moderately complex technological issues throughout the office.
 Able to meet critical deadlines, re-evaluate priorities and interact well with all levels of personnel
 Must possess superior organizational, leadership, and interpersonal skills
 Proven proficiency of modern office equipment including multi-line phone, computer, printer, fax, scanner and copier.
 Prepare and present ideas in a clear and concise manner, both verbal and written.
 Accurate typing skills with minimum typing speed of 40 wpm.
 Ability to establish, maintain and promote effective working relationships with departmental employees, co-workers, vendors, consultants, contractors, landlords and tenants.
 Ability to work productively in a variety of working conditions and environments.
(Old Position)Program Operation Clerk 12/2010 – 3/28/2013
·Perform and complete annual re-certifications, bi-annual, interim recertification, transfers and rent increases for the Housing Choice Voucher Program participants
·Schedule recertification’s, make appointments with participant, and interviews participant
·Collect recertification information, including income and any other required documentation for the administration of the HCV program
·Accurately verifies information collected from multiple sources based on HUD prescribed verification procedures and according to CHA Administrative Plan
·Notify participant and owner of the results of annual bi-annual, or interim recertification
·Makes recommendations for termination of assistance or HAP contract when appropriate
·Monitors participant moves and lease terminations
·Accurately prepares weekly reports on recertification and other reports
·Accurately enters data into appropriate databases
·Conduct briefings with tenants to explain HUD, and administrative plan guidelines
·Answer telephone inquiries from participants and property owners
·Utilizing information gathered from research to accurately, properly and timely close out sales force tickets
·Receive and review applications/documentation to certify family eligibility and accurately verify that all information provided is in compliance with program guidelines that establish eligibility and financial assistance on a daily basis and/or as assigned
·Accurately calculate family’s gross/adjusted income, deductions, allowances, families rent to the owner and also HAP Payment to the owner
·Process 80-125 files (transfers, interim changes, annual recertification’s, port-outs, and rent increases, etc.) per month and other required process as assigned
·Maintain caseload of 700-725 participants. (This includes ½ the case load being non-required)
·Demonstrates flexibility and is open and receptive to new ideas and approaches at all levels
Pay Rate per Hour: $11.78 – $12.38
February 2007 – September 2008
O’Hare –Midway Limousine Service
Deerfield, Illinois
·Organize dispatching service at customer’s request.
·Schedule daily agenda for the drivers.
·Excellent customer service skills
·Desire to work in a team setting
·A proven ability to communicate in a business environment
·Accurate typing skills
Pay Rate per Hour: $8.50 – $9.75
May 2006– April 2007
Lake Shore Athletic Club
Lincoln Park, Illinois
·KIDS SPORTS TRAINING: Provides One-On-One (Personal Training) for young athletes, ages 8-18. We offer exciting Exercise and Fitness Trainings and Sports Specific Fundamental Trainings in the areas of Fitness (Aerobics and Conditioning), Soccer, Basketball and Track and Field. We also offer group rates for up to 4 children. Supplied front desk service for the members with special needs.
Pay Rate: Base pay of 8.50 an hour with Commission
May 2006– January 2007
Technician at Motorola Schaumburg, IL location through,
Manpower Professionals
Palatine, Illinois
·Count all product, compare to manifest and check all shipments for damage, infestation and product code dates. Report shortages, damages and miss-shipments on appropriate forms. Sign for inbound shipments when necessary. Unload inbound shipments safely and move product to storage locations. Efficiently stack and store product.
·Ensure that the correct number and type of product is picked. Transport orders to shipping locations or delivery platforms with material handling equipment. Stencil, tag or mark orders as required.
·Compare quantity, Labeling and Address with order to ensure outgoing shipments are complete and correct. Accept signature for outbound as necessary. Efficiently move product into trailers, or containers.
·Maintain equipment in a neat, clean and orderly fashion. Operate equipment safely and efficiently. Comply with OSHA and company standards.
·Keep appropriate records and reports to guarantee that tight inventory control and security are maintained. Assist in physical inventories. Ensure proper stock rotation.
Pay Rate per Hour: $10.00
.
Skills:
1.1-yr Supervisor Skills
2.3-yrs of Customer Service
3. Auto Mechanic Knowledge
4. Able to work with hand tools
5. Experience w/Live-Wire
6. Warehouse Experience
7. Able to work at a fast pace
8. Microsoft Office
9. Customer Quality Auditing
10. Hud Regulation
11. Housing rent calculation and (Ternate Portions)
12. The Ability to work with Children and young Adult One on One
13. The Ability to train in several Sports
14. Training in Electrical calculation
15. Training in Blueprints & Schematics reading
16. Repairing circuit boards soldering
17. Circuit boards soldering
Education:
·Received my Diploma from Crane Academy H.S. Graduated June 2005
GPA 3.9
·Universal Technical Institute
Major Auto Mechanic Technology
1. Electrical& Electronics
Get advanced training on Ford electrical systems and electronics, including SYNC training, multiplexing, networks, module reprogramming, anti-theft, navigation, speed control and supplemental restraints.
2. Advanced Brake System Diagnosis & Repair
Learn to perform diagnosis and service on current and past Ford brake systems.
3. Advanced Climate Control System and Diagnosis
The climate control course is designed to train students on the diagnostics and service skills for today's high tech air conditioning systems.
4. Basic and Electronic Steering and Suspension
Learn about Ford electronic steering and suspension, including diagnostic tools and special procedures.
·Coyne College
Electrical System Tech (Currently Attending)
1. Electrical Construction – Residential
2. Electrical Construction – Commercial Intro. to AutoCAD – Electrical
3. Programmable Controllers
Site Survey, Project Planning and Documentation
4. Blueprint Reading and Estimating
Volunteer Services:
·I am also involved in a community program call Teen-Town. We engage in different problems that our community is faced with daily.
·I also help my father on the weekends in his Auto Shop (part-time).
 

