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Self-motivated person with good ethical standards that take pride in and try not to
compromise too often. Helping and assisting people with their questions and 
concerns I take great honor and pride in providing them with the most accurate 
and timely assistance they need while doing what was required of me to the best 
of my ability and often times beyond.

2010 – 2011
LEAD CUSTOMER SUPPORT ASSOCIATE - ABC CORPORATION

 Maintained database and ensured the delivery of premium service to clients 
seeking enrollment in the NC Medicaid program.

 Quickly became a trusted team member with flexibility and high-quality work.
 Determine the processes and or changes in said processes that were needed to 

produce the desired result on the new Medicaid build.
 Communicated effectively with multiple departments to keep client profiles 

current.
 Established strong relationships to gain support and effectively achieve results.
 Provided a timely, courteous and knowledgeable response to information 

requests; screened and transferred calls; and prepared official company 
correspondence.

 Attended monthly training sessions to stay up to date on new DHHS and DMA 
policies.

2005 – 2010
CUSTOMER SUPPORT ASSOCIATE - ABC CORPORATION

 Contract Position Responsibilities were to provide phone, email, and ticket 
management for the internal employees or clients in a Call Center environment.

 Working independently with minimal Supervision was paramount.
 Required to have excellent verbal and written communication skills while 

working with a ticketing system.
 Exemplary customer service skills Supporting end users with software and 

hardware issues The position required me to have the ability to effectively 
determine the appropriate escalation path for each call.

 As an employee, it was imperative that I be detail oriented and able to 
effectively and accurately document various technical issues utilizing numerous 
call tracking tools such as Autotask or Service-Now.

 The software in place was Microsoft Outlook and Shared calendars essential to 
the position.

 My work schedule required flexibility, due to the need for a rotational schedule 
which is period based and dependent on the customer..
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EDUCATION

BS in Communications - (East Carolina University)

SKILLS

Communications, Marketing, Advertising, Payroll, Confidential Material, Data input, 
Training, Administrative.
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