Latrice Davis
1925 Waycrest Drive Apt 1111
Atlanta, GA 30331
(770) 364-9573(Cell)
(404) 254-1877 (HM)
Davislatrice44@yahoo.com
Davislatrice@yahoo.com
Davislatrice2@gmail.com
________________________________________________________________________


Objective: Looking for a position in the customer service field where I can implement      	       my skills and knowledge with ample opportunities for personal growth and     	       development.



Experience:

MHA/Memphis Housing Authority                                                            Memphis, TN
Customer Service Representative
· Communicate with MHA customers over the phone.
· Answered MHA Section 8 and Public Housing customer’s inquiries, request, and complaints concerning various issues.
· Transferred MHA S8, PH, and all other calls to the direct extension, including to all customers case managers.
· Document MHA inquiries using Microsoft Office Excel Spreadsheets.
· Help resolve all MHA S8 and PH tenants/landlords complaints.
· Handle customer’s inquiries in accordance with MHA guidelines and policies.
· Get information on a MHA S8 and PH tenant/landlord problem and pass it along to someone in higher authority to solve when case managers cannot be reached.
· Answered 80 to over 100 inbound calls inquiries a day.
· Answered customer’s questions, as well as questioned customers to obtain full understanding of what information is being requested.
· Communicated clearly and effectively with customers.
· Promoted good listening skills.
· Responded quickly to MHA customers inquiries.
· Direct all MHA customers request and unresolved issues to the designated resources.
· Type 30 WPM



Education:   Overton High School                                                              Memphis, TN
		    Diploma							      2006
	
[bookmark: _GoBack]Everest College-Medical Assistant                                                              Norcross, GA
	August 15, 2006 – March 7, 2007

