
SKILLS

( Attention to detail
( Analyzing problems
( Working with data
( Prioritizing tasks

( Working in a group and individually

( Working creatively
Customer Service
· Four years of customer service 
experience

· Excellent communications skills
· Able to multi-task and handle several requests at one time
· Committed to providing the best experience for any customer
Languages
· Able to speak conversational Italian.
Computer
· Proficient typing skills
(    MS-Word

(    MS-Excel

(    MS-PowerPoint
(    Outlook
EDUCATION
( Completed business and accounting classes at Front Range Community College
(University of Colorado, Boulder

-Bachelor of Arts and Sciences in Psychology, minor in Italian

-Graduated May 2011

(Pomona High School, Arvada, CO
-Graduated May 2007

PROFESSIONAL EXPERIENCE

Comcast (Sales and Service Consultant)

June 2012 – Present

( Sell company products, create new customers, and retain current     customers.
( Receive and verify incoming shipment.
( Stock and organize products.

( Assist customers with billing and account issues.
( Return and exchange products using the computer program CSG.

( Accept payments for customers’ accounts.

( Assist with weekly inventory.
Lakeshore Staffing contract worker for

Comcast (Sales and Service Consultant)

March 2012 – June 2012
( Advertise products and create new clientele.
( Place orders and manage sales using online account.
( Distribute ordered products.
( Follow up with and cater to customers.
The Children’s Place (Sales Associate)

        June 2008 – December 2009, June 2010 –September 2011
· Greet and work with customers to provide them with a positive shopping experience.
· Work cashier and ring customers’ purchases.
· Keep store organized by straightening, filling, and cleaning the sales floor.
· Process incoming shipment and transfer outgoing shipment.
· Help set new floor sets, including setting merchandise, marketing, and mannequins, paying attention to specific details.
· Help train new sales associates.
University of Phoenix (Student Services Coordinator)
July 2009 – December 2009 
· Prepared and maintained classrooms for nightly class use.
·  Handed out, collected, and entered class attendance into computer.
· Answered students’ questions and helped them on computers in resource center.

· Handled mail, copying, and faxing.
· Answered and directed telephone calls.

· Updated and controlled PowerPoint for assigned classrooms.
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