Brittany R. Velez
· brvelez1226@gmail.com (720) 312-0252          


OBJECTIVE
To secure a challenging position that will exceed an organizations expectations; meeting custsomer satisfaction and utilizing and increasing my experiences and responsibilites.

SUMMARY OF QUALIFICATIONS
· 	Over 5 years experience in administrative, office and sales support for all levels of management.
· 	Background includes customer service and corporate training.
· 	Proficient in meeting and event planning, document and presentation development, call handling, and records management.
· 	Professional and resourcesful with ability to meet deadlines while adhering policy and compliant guidelines.
· 	Excellent communication, orgizational, and interpersonal skills.

PROFESSIONAL EXPERIENCE
3/13 - Present, IBM/ADECCO, Longmont, Co, Technical Advisor	
· Ensure that all calls are handled with professionalism.
· Took inbound calls for providing service and product information.
· Use questioning and listening skills that support effective telephone communication.
· Apply the proper telephone etiquette to satisfy various customer situations.
· Maintain call logs; meet quality assurance requirements and other key performance metrics.
· Determine eligibility by comparing client information to requirements.
· Assist customers with any technical issues experienced with products or features and escalate any issues to management properly.

11/2012 - 1/2013, Legends, Fredericksburg, Va, Waitress
· Ensure guests have a pleasant and welcoming experience.
· Ensure orders are reported correctly to the kitchen and that the order arrives complete and accurate.
· Collect payment, resolve complaints, and extend a thank you on behalf of the restaurant for the visit.

4/2010 - 11/2012, Muvico, Fredericksburg, Va, Concession Coordinator
· 	Train new employees in concession process and procedures.
· 	Host parties for birthdays, special events, etc.
· 	Maintained proper inventory levels for concession stand and staff of 4 to 6 co-workers.
· 	Assist Guest Services as required (take calls and reservations for VIP section).
· 	Record message of showtimes on Muvico information telephone line.
· 	Ensured register closeouts were balanced (100% record to date).
· 	Received various compliments from Muvico Management, Customers, & Co-Workers on work ethic, professionalism, and courtesy.

5/2009 - 2/2010, Hollister, Fredericksburg, Va, Customer Service Representative
· 	Set up displays.
· 	Operated the register for customers checking out.
· 	Kept merchandise in showroom appearance.
· 	Maintained showroom merchandise at stocking levels.

3/2009 - 5/2009, Funland, Fredericksburg, Va, Associate 
· 	Operated rides and attractions for customer operations.
· 	Resolved customer disputes and escalated disputes when necessary to Management.

2008-2010, Sequels, Fredericksburg, Va, Sales Associate
· Assist customers with organizing outfits.
· Set up displays of merchandise for sale (floor models, mannequins, and window displays) to attract customers.
· On call for special events and no-shows.

EDUCATION And TRAINING
	CHANCELLOR HIGH SCHOOL					2010
	Fredericksburg, Va
Diploma
· 	Chapter Member 2007, Family Community Leaders of America (FCCLA).
· 	Attended 2007 Cluster meeting as a representative of Chancellor High School.
· 	Member of the Distributive Education Clubs of America (DECA) 2009-2010

Computer/Office Skills
· Microsoft Word, Excel, Powerpoint
· Planning and Scheduling
· 70 wpm Typing Speed








