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Nichole Taverna
Objective 	
Position in an administrative field that will utilize my computer knowledge, strong people skills, organizational abilities and business experience.
Profile 	
Motivated, personable business professional with talent for quickly mastering technology. Diplomatic and tactful with professionals and non-professionals at all levels. Accustomed to handling sensitive, confidential records. Demonstrated history of producing accurate, timely reports meeting guidelines. 
Flexible and versatile – able to maintain a sense of humor under pressure. Poised and competent with demonstrated ability to easily transcend cultural differences. Thrive in deadline-driven environments. Excellent team-building skills.
Skills Summary 	
	Project Management
Report Preparation 
Written Correspondence
General Office Skills
	Computer Savvy
Customer Service 
Scheduling
Marketing & Sales
	Systems Knowledge
Accounting/Bookkeeping
Front-Office Operations
Professional Presentations



Professional Experience 	
Staffing Professional  ‑‑  BEst Buy			Hastings, MN
	2012-Current
Provide customer service to associates and clients via telephone, e-mail, and in person.
Prepare associates for assignments and complete first day and last day feedback.
Manage Worker Compensation reports and documentation.
Update employee records and client information.
Sales and recruiting functions(Job Fairs, Inteviewing, Drug Screens, Up selling to clients, Promoting positions/openings).
Customer care Representative ‑‑  BEst Buy			Richfield, MN
	2011-2012
Represent Best Buy Company as a concerned and reliable supplier of consumer products and services.  
Resolve customer concerns/complaints through direct phone contact and written correspondence, ensuring concerns are investigated and resolved in a courteous and timely manner.
Provide feedback to department manager regarding company policies and procedures, and compile concern/complaint information directly on the mainframe reporting system to be sent and used by the store management team to improve day to day operations on a location by location basis.
Provide empathetic, courteous, quality customer service in a timely manner. 
Provide product, network, and invoice information for customers including troubleshooting equipment or service issues.
Dedicated Care SPECIALIST ‑‑  Sprint				Winona, MN
	2008-2010
Supported customers via inbound telephone calls by troubleshooting, investigating, and resolving customers' questions in one call.
Provided empathetic, courteous, quality customer service in a timely manner. 
Logged and tracked calls in computer database, maintained history records and related problem documentation. 
Provided product, network, and invoice information for customers including troubleshooting equipment or service issues.
Updated customer accounts as requested (placed orders, billing modifications, resolved billing issues)
Handled escalated customer issues.
Factory Direct LIAISON ‑‑  Norwood				Red wing, MN
	2007-2008
Transmitted orders to outside vendors. 
Supervised 24 hour rush orders.
Matched up all paperwork for orders processed at outside facility.
Processed Orders.
Service WRITER ‑‑  Siewert’s Garage				Red wing, MN
	2006-2007
Acted as liaison between customer, manufacturer representatives and auto technicians. 
 Maintained customer rapport by explaining estimates and expected return of vehicle, obtained customer's approval of estimates, obtained and provided contact telephone numbers, answered questions and concerns; arranged towing and temporary transportation.
Ensured timely completion of work orders and invoice submission.
Developed estimates by evaluating material costs, supplies, labor, and calculating customer's payment, including deductibles.
Maintained automotive and preventative maintenance records.
Customer Service Representative ‑‑Anderson Performance Hastings,  mn
	2005-2006
Assisted customers by phone and via e-mail to navigate the reward websites.
Processed order requests daily.
Entered various data such as invoices, warranty information and user information. 
Diploma Product SPECIALIST ‑‑  Jostens			          Owatonna, MN
	2001-2005
Trained all new employees on Jostens Products and Oracle system. 
Processed deposits and credit card payments.
Responsible for internal and external customer questions.
Analyzed important documents for defects.
Responsible for new account creation and ongoing maintenance.
Created customer quotes and completed invoicing.
Office ASSISTANT ‑‑ S. B. Foot Tanning Company		    	Red Wing, MN
	2000-2001
Maintained employee database (personal & medical).
Completed follow-up and data entry for employee absenteeism.
Processed claims for Workers’ Compensation.
Miscellaneous Office Duties (answered telephones, faxed, formatted documents).
Learning Resource Center & Job placement Assistant   ‑‑  	         Minnesota State College Southeast Technical       	   	Red Wing, MN
	1998-2000
Coordinated media equipment and telecommunications for students & faculty.
Maintained office equipment, inventory and purchased supplies. 
Assisted Student Services in the areas of student job placement & follow-up.
Assisted with various Student Services activities, such as coordinated events and projects.
TELLER ‑‑ WHITE rock bank		    				Goodhue, MN
	1997-1999
Processed nightly deposits and assisted customers with banking needs.
Developed effective customer relations skills.
Inventoried and balanced the vault daily.
Organized, filed loan papers and set-up new accounts.
Education 	
ROCHESTER COMMUNITY & TECHNICAL COLLEGE – Rochester, MN
Business Administration Major
[bookmark: _GoBack]MINNESOTA SOUTHEAST TECHNICAL COLLERE – Red Wing, MN
Accounting Major 
