Melissa Whitmire

303-537-5500
Melissa.whitmire044@yahoo.com 
Customer Services

Professional Profile

· 7 + years customer services experience
· New Accounts

· VCARS
· Copy Technician 
· Highly motivated

· Ability to Adapt 

· Fast learner
· Authorizations

Skills Summary

Customer Services

· Assisted customer by pulling up their account using vcars to answer any questions or concerns they had on their account.
· Utilized vcars to remove late fees & take payments on mutable accounts.

· Authorized sales for store associate by using vcars to override the system when and it was required.

· Offered and opened new accounts daily by using gooey.

Sales
· Offered the customer a sale after assisting with all of their questions and concerns they would have on their account. 
· Explain the sale by answering any questions the customer had on sale.
· Performed cashier duties such as keeping any where from $100 to $1000 dollars in my cash drawer.
·  Responsible for keeping my work area clean.

· Greeted customer’s that entered the store and offered to help them.

Copy Technician & Mail Room
· Operated several Canon & Xerox copiers to make copies such as medical files and accounts payable for all the government employees.
· Used a smart track system to deliver all accountable mail such as UPS & Fed-Ex.

· Delivered and sorted all incoming mail by the proper mail codes though out the hospital.
· Metered all incoming mail for the V.A. Medical Center & the E.P.A. using a Pitney Bowes meter machine.

Work History 

Alliance Data            Customer Services       Westminster, CO                12/2011 – 07/2012

Office Max                Cashier                           Aurora, CO                       04/2011 – 10/2011
Bayaud Inc;               Copy Technician            Denver, CO                      11/2003 – 12/2008

Education
G.E.D Emily Griffith Opportunity Center, Denver CO
