richard j. scott
715 Waterview Drive  Riverdale, GA 30274  678-938-9895  flex7878@yahoo.com

Career Objective
Dedicated customer service professional with eleven (11+) plus years of experience seeks employment opportunity.  Willing to accept entry level management position and work way through the ranks of the organization.
Office Manager
Dedicated business professional who excelled in the areas of customer service and satisfaction. Professional with office administrative support skills developed through experience as an owner, operator, office manager, sales representative and office clerk. Manage front-end operations to ensure friendly and efficient transactions at checkout to ensure an excellent customer service experience.
Excel in resolving employee and customer service challenges that ultimately increase efficiency, customer satisfaction and the bottom line sales.
Computer skills in MS Office Suite and other business applications/systems.
Key Skills
	Office Management
Teambuilding & Supervision
Staff Development & Training
Minor Auto Mechanics
	Report & Document Preparation
Accounts Payable/Receivable
Bookkeeping & Payroll 
Customer Sales 
	Records Management
Inventory Management
Customer Service Professional
Conflict Resolution


Experience
	ULTIMATE SKY CLEAN, College Park, GA
	2014 to Present


Detail Specialist, January 2014 to Present

Full Service Aircraft Appearance Specialist. Company presently responsible for the detailing and cleaning both the interior and exterior of aircrafts. In addition, to performing necessary security and background checks. 

	PREMIUM PET FOOD & GROOMING, Smyrna, GA
	2014to Present


Customer Service Representative, Assistant Dog Groomer, January 2014 to Present

Full Service Pet Grooming and Retail Sales Shop. Customer service representative responsible for meeting and greeting customers, processing retail sales, and ensuring customer needs are met in a timely and professional manner. In addition, assistant dog groomer responsible for maintenance and care of pets. 

	SANDFLY EXPRESS CAR RENTALS, Atlanta, GA
	2011 to Present


Office Manager, 2011 to Present

Full Service Rental Car Company, with a fleet size of 150+ compact, mid-size, and luxury vehicles. Company presently services on average of 100+ customers per week.  Office manager is responsible for supervising all sales transactions, supervising sale associate and secretary, general office functions, and ensuring customers have a unique service experience. 
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	FAST & EASY CAR RENTAL, Atlanta, GA
	2007 to 2011


Owner/Operator 
Office Manager, 2007 to 2011

Active Rental Car Company that initially employed two full-time and two part-time administrative assistants. Company served an average of 75 – 100 customers per week.  Coordinating all office functions and supervising a down-sized team of two administrative professionals. Developed efficiency-enhancing workflow/process improvements that made it possible to accommodate increasing responsibilities necessitated by staff reductions and budget cuts.

	ACCEPTANCE CAR RENTAL, Atlanta, GA
	1999 to 2007


Office Manager
Served as executive office manager - handled a busy phone system, and high foot traffic office, and functioned as primary liaison to customers and ensured a consistently positive customer experience. 
Helped drive a 25% increase in customer satisfaction (as measured by a customer survey in 1999).
Created a positive work environment for office staff. Quickly became a trusted business owner to the community, office staff and earned a reputation for maintaining a positive attitude and for excellent customer service skills.
Education
	ATLANTA TECHNICAL COLLEGE, Atlanta, GA
	2001


Computer Information Systems

	GEORGIA SOUTHERN UNIVERSITY, Statesboro, GA
	1998 - 1999


Business Major

	ALFRED ELY BEACH HIGH SCHOOL, Savannah, GA
	1997


High School Diploma
Training
	ACR, ASSOCIATED CAR RENTALS, Austell, GA
	2002


Completed numerous courses and seminars in dealer’s licensing, customer service, inventory control, loss prevention, time management, leadership, performance assessment and office management.
References
	Dr. Wanda D. Dixon, Educator (Adjunct Professor)
Esther F. Garrison School of Visual & Performing Arts
649 West Jones Street
Savannah, GA  31401    (912) 217-8645 wandadixon50@gmail.com
	


 
Ms. Jametta Y. Jones, Financial Analyst
 Memorial Health Medical University
5000 Waters Road
Savannah, GA  31324, (912) 350-3768 or (912) 217-8474     jonesja1@memorialhealth.com___________________
 
 Mr. Dathan Johnson, Owner/Operator
 Premier Dog Food and Grooming
 4924 South Cobb Drive, Suite 1
Smyrna, GA  30080    (678) 988-7208 or (678) 809-4299 premiumpetfoodsandgrooming@gmail.com____________

