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Professional Summary

For almost 4 years I have worked in customer service/sales  for a large corporation and a small corporation.  In some cases having to take charge and then in other cases being there to learn new experiences.  I have the ability to be the leader in any project and throw out new ideas to make every work project go quicker and more efficient.  

Professional Background

Sales
-Participated in sales functions with parts.
-Finding the lower prices to make the customer happy.
-Looked for the best businesses to get parts from.
-Answering phones and directing them to the department/person best suited for their question.

Customer Service
-Greeting guests in the company with smiles and help them find what they are looking for.
-Restocking objects so that a guest can find what they are looking for.
-Going above and beyond to make any possible guest happy.
-Comparison of objects to find the one best suited for the guest.

Secretary/Office Duties
-Answering phones
-Making invoices.
-Occasional Payroll if needed.
-Filing of bills and statements.
-Working with Microsoft Word, Excel, and Powerpoint
-Greeting customers as they walk in.
-Making appointments.
[bookmark: _GoBack]-Online ordering for the business and office needs.

Education

Blooming Prairie High School (2009)
Diploma 

Riverland Community College
AA in Liberal Arts

Colorado Technical University Online
Bachelor’s Degree in Criminal Justice
Expected Graduation December 2012

Employment History

Private Employer  (2011-Present) Nanny

Darrick’s Preferred Auto (2007-Present) Secretary/Service Writer

Target (2007-Present) Customer Service/Cashier/ Sales Floor Team Member

