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Responsible and dependable Customer Service Representative with 10+ years' 
experience with different companies across Southeast and Midwest. Highly skilled 
in performing office support duties such as providing information to the public, 
receiving payments and addressing customer complaints. Hands on experience in 
ensuring that appropriate changes are made to resolve customers' problems and 
referring unresolved customer grievances to designated departments for further 
investigation.

JULY 2013 – SEPTEMBER 2013
CUSTOMER SERVICE CASHIER - ABC CORPORATION

 Answer telephones and give information to callers, take messages, or transfer 
calls to appropriate individuals.

 Receive payment by cash, check, credit cards, vouchers, or automatic debits.
 Issue receipts, refunds, credits, or change due to customers.
 Monitor checkout stations to ensure that they have adequate cash available and

that they are staffed appropriately.
 Resolve customers complaints by performing activities such as exchanging 

merchandise, refunding money, or adjusting bills.
 Maintain knowledge of current sales and promotions, policies regarding 

payment and exchanges, and security practices.
 Open and close cash registers, performing tasks such as counting money, 

separating charge slips, coupons, and vouchers, balancing cash drawers, and 
making deposits.

2011 – 2013
CUSTOMER SERVICE CASHIER - ACADEMY SPORTS + OUTDOORS

 Greet customers as they enter and leave the store.
 Responds to customer complaints regarding an item, assist them in the right 

direction when being ask; answer any question they have regarding to the store
policy.

 Handle money throughout the day, count before and after each shift.
 Return and exchange items.
 Answer the and assist customers over the phone, regarding to the return policy 

etc.
 Keep customer service nice and clean.
 But overall make sure the customers is highly satisfied before they leave the 

store..
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EDUCATION

High School Diploma - (Stratford Career Institute Saint Albans - Saint Albans, VT)

SKILLS

microsoft office certification.
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