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Demonstrate success record in: - Comprehend and adhere to new procedures to 
maintain establish service levels - Work with minimal supervision - Identify and 
advise management of potential service failures - Supervise peers as needed - 
Conduct training sessions for Customer Service agents - Develop and maintain 
strong cross-functional relationships. 

MARCH 2014 – 2020
ASST. ACCOUNT MANAGEMENT REPRESENTATIVE - RESOLUTE FOREST 
PRODUCTS

 To Provide excellent customer service to an account base, with a focus on 
company objectives, through partnerships with sales reps, customers, mills, 
warehouses, sales accounting, logistics and inventory control.

 Receive, process and accurately enters/edits customer orders and inquiries 
utilizing both internal and external order entry systems.

 Maintain detailed, accurate customer/order records as required by department 
standards.

 Communicate directly with customers and necessary organization departments 
regarding all pertinent order info ship/delivery date, anticipated delays, change 
in mode of transportation, etc.

 Ensure accurate and timely completion of the order to cash process as required 
by department standards (Order receipt to invoice date).

 Prepare and manage required account reports, for both internal and external 
customers (inventory requirements, etc).

 Manage and balance orders received vs.

2010 – 2014
ACCOUNT MANAGEMENT REPRESENTATIVE - DELTA CORPORATION

 Account Manager manage all current customer and rental accounts manage all 
past due rental and customer accounts deliver, set up, service, and fix .

 Inbound call center - Answered phones and routed calls to appropriate 
department Ordered parts/equipment or schedule maintenance/service for .

 Handle a high volume of incoming and outgoing telephone calls for balance 
liquidations, payment arrangements, and account follow-up; maintain .

 Assist customers with updating account information, making payments towards 
their account balance and also assisting customers in changing their .

 Skills Used On a daily basis I used computer navigation and typing skills as well 
as excellent customer service, excellent communication skills and .

 Established and maintained positive client relationships through pro-active 
communication, prompt responses, and creative problem solving.
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 Coordinated within a team environment and multiple teams to ensure optimal 
customer satisfaction.

EDUCATION

Bachelor of Science in Sociology - (College of - Charleston, SC)

SKILLS

Customer Service, MS Office, Taxation.
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