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Seeking a car rental agent position. Responds to inquiries from customers about the 
availability and cost of vehicles as well as takes reservations from service 
departments and external customers. Detail Oriented and capable of carrying out a 
given task with all details necessary to get the task done well.

EXPERIENCE

Car Rental Agent
ABC Corporation - JANUARY 2013 – JUNE 2014

 Processed payments via telephone or emails, generally 20-35 per day.
Helped customers with their needs regarding their choices of picks, 
Cleaned cars to get ready for the next rent.

 Rent out cars and trucks to clients.
 Responsible for all of the daily functions of handling customers within 

the vehicle rental department.
 Greeted customers in a polite, friendly, and helpful manner.
 Dealt with customer inquiries about the availability of cars.
 Performed duties such as rent cars to customers, check-in in cars for 

customers, use the program DASH to rent &amp; return car rentals, 
take payment with credit cards, answer phone.

 ${job_description7}

Car Rental Agent 
Delta Corporation - 2018 – 2019

 Up sold additional products and upgrades to customers. Kept track of 
each car ensuring each correct rental class for customers. Typed up 
rental agreements using rental software by RMS.

 Answered the phone and all questions customers have.
 Opened and closed contracts, with fast service and with a smile.
 Supervised the care cleaner to make sure the present fleet is in 

serviceable condition. Maintained an energetic passion for customer 
service while working in a fast-paced environment.
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EDUCATION

 - 2006(Falls Church High - Falls Church, VA)
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SKILLS

Time Management, Strategic Planning, Negotiating, Customer Service.
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