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	Objective
Seeking a challenging position utilizing my problem-solving, trouble-shooting, and planning proactive procedures abilities in a highly competitive, passionate and persuasive environment.

	Profile
	1. More than 5 years’ successful experience in office and customer service support with recognized strengths in account maintenance, problem-solving and trouble-shooting, and planning/implementing proactive procedures and systems to avoid problems in the first place.
1. Possess solid computer skills.
1. Working knowledge of Microsoft Office
1. Ability to train, motivate, and supervise customer service employees.
1. A team player, acknowledged as “Total Quality Customer Service Professional.”
1. Process various reports, filings, and maintain/update accurate inventories.


	Synopsis of Achievements
	1. Earned employee of the quarter three consecutive times.
1. Proactive planning led to notable increase in morale in all departments.
1. Created customer satisfaction survey, drastically reducing potential problems.


	 Employment
	Spaulding Metal works –                                    4/2013-7/2013
    Administrative Assistant   
· Cash handling
· Greets visitors and answers phones, screens calls, responds to questions, takes messages, and coordinates phone coverage for the company
· Arranges meetings for as needed. Monitors        assignments/deadlines.

· Receives and distributes incoming mail, information and requests to appropriate staff. Arranges for courier services/overnight deliveries or makes deliveries of documents.

· Creates files for various projects. Provides document control and maintains design and construction records including: correspondence, agreements, design documents, submittals, contract changes, daily reports, proposal requests and payment applications in conjunction with the overall document control system.
· Inventories and orders office supplies. 

   Ministry of Agriculture – Records Officer      2006-2011          
Mail management                                
1. Process incoming/outgoing and postal mails
1. Account balancing
File Maintenance Team Leader
1. File documents and update files
1. Reorganize and maintain personnel file room
1. Reshelf and maintain files
1. Send files offsite for storage
1. Responsible for the custody and maintenance of the ministry records which includes vital, temporary and semi-permanent records
1. Monitor projects implemented by the Records manager
1. Keep electronic files up-to-date
1. Produce weekly reports in regards to work done and problems encountered
1. Create labels for boxes and files
Customer Service Representative
1. Process requests for files, documents and information. 
1. Maintain an accurate charge out system, receive all incoming mails and documents
1. Maintain and improve Customer Service Delivery
	2006- 2011

	
	1. Support other departments in opening new accounts and upgrading existing documents.
1. Quickly and effectively solve customer challenges.
1. Maintain quality control/satisfaction records, constantly seeking new ways to improve customer service.

	

	
	Computer Graphics Jamaica
	2005 -2006

	
	Customer Service, Sales Representative
1. Made promotional calls on behalf of the company advising clients on various products/services offered.
1. Cash-handling
1. Liaise with clients on behalf of manager to make sure clients’ needs were met in appropriate n efficient manner
1. Kept an accurate account of the managers schedule and daily activities
1. Perform receptionist duties, which included answering and directing calls
1. Make sure records within the company were organized and updated daily for better transparency

	

	Education and Certifications
	University Of Phoenix
Presently Enrolled
Mico University College(Jamaica)
1. 86 College Credits
	

	
	M.I.N.D Institute
1. Records Officer 1 Certified
American Red Cross
1. CPR/AED/First Aid

	

	

	



