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Chiquita Williams	
981 S. Zeno Way Aurora, Co 80017	
                                                      720-863-8173 • quita511@live.com

Professional Summary 
Possess strong organizational and management skills • Goal-oriented and ability to handle multiple tasks • Excellent customer service skills • Ability to multi-task in a fast paced environment • Possess strong analytical skills and perform tasks in given time • highly motivated, hardworking, self confident, responsible, and reliable.

24/7 Intouch • Greenwood Village, Co  80111 • 11/11-11/2012
Retention/Customer Service Agent
· Meet and exceed all save rate standards
· Respond to customer complaints in a professional manner 
· Retaining customers via inbound contact

Intellisource • Highlands Ranch, Co 80129 • 05/2011-11/2011
Fraud Analyst 
· Monitor phone traffic
· Answer incoming calls 
· Place and remove blocks as necessary
· Document steps taken on each alert on account and in alert tracking system.

Tuff Shed •Denver, Co 80210 • 07/2009 - 09/2010
Sales/Customer Service
Continuously exceeded sales expectations
Successfully assisted in training new employees
Performed basic office duties with minimal to no supervision
Convergys • Denver, Co 80239 • 06/06 – 05/07
Customer Service Representative
Receive incoming calls from Medicare recipients and provide customer service/support.
Transfer callers to proper departments
Stayed knowledgeable of Medicare, and  Prescription drug Program rules and regulations
Assisted customers in enrolling in the proper drug plans

ADT Security Service • Aurora, CO 80012 • 05/05 – 05/06
Dispatcher
Provided support for businesses with Adt alarm system 
Followed standard operating procedures for responding to alarms
Provide follow-up calls to customers 
Data entry

Jackson Hewitt • Denver, Co 80239 • 12/03 - 05/04
Tax Preparer 
Prepare individual tax returns manually and electronically
Alpha and numerical filing
Basic reception and office duties
Maintain knowledge of tax laws 

AT&T Broadband • Denver, CO 80231 • 08/00 – 08/02
Answer inbound calls from customers while adhering to the customer service standards
Setup new accounts
 Troubleshoot technical problems
Research billing problems and resolve issues
	                                                    Volunteer 
      Project Cure • Centennial, Co 80112         
· Spreadsheets and reports 
· Filing and data entry 
· Responsible for routing callers and email to correct personnel 




                                                                           EDUCATION
Accounting and Business School of the Rockies • Greenwood Village, Co 80111
                                      Office Skills Certificate Program 
			      Certificate Courses include:	
Accounting & Bookkeeping - Accounting Technician - Introduction to QuickBooks - Microsoft Word- Microsoft excel - Microsoft Outlook 					
  
					 

