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Website : www.qwikresume.com
LinkedIn: linkedin.com/qwikresume

Address: 1737 Marshville Road, Alabama

SUMMARY

Driven to exceed sales goals and build long term relationships with customers. Aim to always 
deliver a positive experience through high-quality customer care. I am also a motivated Realtor 
versed in all aspects of real estate transactions, including managing the development and 
execution of representation contracts, purchase agreements, closing statements, deeds and 
leases which would enchance any position in customer service.

SKILLS

Inventory Management, Project Design.

WORK EXPERIENCE

Customer Service Admin
ABC Corporation  January 1991 – July 1992 
 Provided administrative support to the Office of Undergraduate Admissions by serving at the 

Front Desk of the Visitor Center and Office of Undergraduate Admissions.
 Provided a high level of customer service and operational support to the office while 

projecting a positive image of not only Undergraduate Admissions but Virginia Tech in general.
 Required someone with excellent organizational and interpersonal skills with the ability to 

interact respectfully and comfortably with all individuals in a diverse, multicultural 
environment.

 Provided friendly and professional service to all visitors and callers to this office regarding 
policies, procedures, curriculum, and preparation of various departmental forms.

 Assisted with all admission events and functions which occur on several weekends during 
both the fall and spring semesters.

 Established relationship with customers by communicating and resolving issues.
 Ordered entry and/or maintenance for assigned accounts.

Customer Service Admin
Delta Corporation  1990 – 1991 
 Assist with Customer Complaints in all areas that i was needed, helped organization with 

management team.
 This position was only short term due to Customer Service Manager returned from leave .
 In this role I contact, explain and trouble shoot issues Human Resource personnel are having 

when it comes to maintaining and altering their employee.
 Work on a team which allows me to be both b self motivated with my personal work load as 

well as require me to communicate and problem solve with my .
 Responsible for handling in-bound calls, emails, and Live Chat for multiple luxury clothing and

cosmetic lines, as well as childrens clothing.
 Handled billing issues, placing orders, handling shipping issues, fraudulent claims, and many 

other issues as well.
 Placing and processing orders - Answering phones - Filing/Data entry - Other secretarial 

duties.

EDUCATION

High School Diploma
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