Monica A’nne Smith

306 Glover street Alton, IL 62002
Email anne.smith.ms@gmail.com
Cellular (435) 238-3514
OBJECTIVE

· Recent high school graduate looking to secure a position within an organization that offers growth and stability while obtaining career level skills. Proficient in customer service, sales, Microsoft office tools, fax, calculator, internet and other inter office applications and programs.

· Dedicated, service-focused individual seeking to transition into the customer service and/or call center positions.

· Highly motivated to learn new objectives, ideals and skills.

WORK EXPERIENCE

Anne & Betty’s General Contractors 

01/2010- 10/2013, Contractor & Office Assistant, Charlotte, NC                           

· Assisted the office staff and contractors with setting customer’s appointments·

· Answered the phone and kept a phone log·

· Completed confirmation and follow up calls to customers 

· Assisted with scheduling and time card submittal for employees·

· Placed orders for supplies and equipment.

· Responsible for all collection of payments for services rendered and payment receivables submissions.

Performed utilizing Excel, Word document, PowerPoint and various interoffice general contracting and receivables software and programs.

Cluck N Cup

02/2011 - 10/2012, Bar back, Charlotte, NC

· Assisted kitchen staff with the cleanliness of work/ prep stations and dishes. 
· Demonstrated the ability to interact with loyal customers to create and maintain relationships and ongoing business.

· Assisted with marketing strategies and advertisement.

· Served food and beverages.

· Worked closely with managers, teammates, customers and future customers.

· Collected all tips.

· Kept dining area clean.

· Made espresso drinks.  

Afterschool Care Provider/Babysitter


8/2009 – 08/2011, Various Families, Charlotte, NC

· Received "exemplary" ratings from parents on care provided to their children while in my care.

· Demonstrated the ability to interact with and motivate children/parents from diverse cultures and backgrounds.

· Transformed "difficult" children/parents into loyal, repeat guests by leveraging strengths in premium service delivery and ability to find win-win resolutions.

· Commended for multitasking abilities; frequently assigned repeat business during school and summer sessions.

· Recognized for superior performance and dedicated service commitment through awards and recognition gifts from children/parents during my care.

· Shared joint responsibility (along with sister) for the care of my two nephews and one niece ages ranges from 2-4 years.

Junior ROTC


08/2009-06/2011

· In charge of training the lower cadets in marching with and/or without arms.

· Assisted in the overall cadet best practices and JROTC Rules and regulations training for lower cadets.

· Excelled in marching and command procedures.

· Assisted with uniform issues including but not limited to uniform inspections and alterations that had to be ordered.

· Responsible for Let 1 courses.

 EDUCATION

Garinger Leadership & Public Service High School Charlotte, NC 

08/2007-06/2011

Graduated, high school diploma obtained

Everest online college Orlando south, FL
O1/2012-02/2013
Currently studying Business Management
SKILLS

MS Word

MS Excel

MS Outlook

Time Management

Customer Service

ADDITIONAL INFORMATION

Available for all shifts, extended hours and weekend assignments.
