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Currently seeking a challenging position within customer service/administrative with 
a solid company in which I can excel daily within my functions and responsibilities by 
making valuable contributions to the culture and overall success of the organization. 
Am an accomplished, articulate, organized leader with over ten years of customer 
service/administrative experience.

EXPERIENCE

Data Services Manager
ABC Corporation - JANUARY 2002 – MAY 2014

 Processed private line service orders.
 Daily multi-tasked orders to completion through national provisioning 

centers, conference calls and spreadsheets.
 Troubleshoot customers problems by coordinating with senior and 

escalation management.
 Tracked customer inventory and review billing after completion of 

orders.
 Maintained a balance between department, sales and customer goals 

to ensure optimization with respect to resources, time schedules, and 
expenses.

 Provided client specific customized reporting via ad-hoc web interface
integrations and database extraction methodologies.

 Provided Quality Assurance test plans and associated schedules, 
performing implementation testing and capacity planning.

Data Services Manager 
Delta Corporation - 1999 – 2002

 Manager of the Openhire applicant tracking system data service 
system while reporting directly .

 Supervised employees both in person and remotely while maintaining
deadlines and workplace efficiency.

 Uploading and configuring customer data into the company database 
in a timely manner Coordinating with multiple employees to ensure 
workflow .

 Interpersonal communication via phone, email and instant 
messenger.

 Manage multiple client accounts through critical date processes, 
reporting, escalation and resolution to ensure successful phone 
service installments .

 Analyze K-12 schools data to help them utilize their resources and 
adjust their programming for increased efficiency Oversee the data of
over 15 .

 Managing workload and ensure that work is being processed within 
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two business days Perform Quality control checks on work performed 
Create and update .

EDUCATION

 High School Diploma

SKILLS

Typing 55 Wpm, Data Entry, Microsoft Office Suite, AS400, Oracle.
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