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A competent customer service professional with a record of consistency in 
providing excellent customer service and customer relations expertise. Ensuring 
streamlined operations and customer satisfaction while maintaining proficiency. 
Experience includes: Relationship Building with customers and fellow employees; 
Customer Relations; Planning; Organizing and Time Management. Effective 
Multitasking; able to work on multiple tasks calmly and effectively under pressure 
while still delivering a high quality product along with great customer service.

2004 – 2010
COUNTY PHONE OPERATOR - ABC CORPORATION

 Report essential or significant feedback to management and peers in order to 
improve business operations.

 Complete orders while maintaining accuracy during peak hours.
 Diffuse potentially escalated calls by identifying issues before they arise and by 

providing solutions to issues that may have already surfaced.
 Computer Operations Build, run and maintain company computers and 

networks.
 Recover any unintentionally discarded data.
 Provide support via telephone to resolve any technical issues that arise within 

the system.
 Build and maintain data spreadsheets relating to the business accounting, 

inventory and scheduling.

1999 – 2004
PHONE OPERATOR - ABC CORPORATION

 I made calls to raise awareness for the the November 4th election.
 Was required to record information about who the person would be voting for 

and if they voted already.
 Also had to give information about laws that were on the ballot, and the 

different circuit court judges that would be up for election.
 Also was apart of looking over payroll.
 Skills Used I had to have patience and manors.
 Some of the people I called were very difficult,and I had to keep my calm and 

always remain professional.
 Had to be organized to keep track of each persons information..
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EDUCATION

High School Diploma in business - (CIVIC MEMORIAL HIGH SCHOOL - Bethalto, IL)

SKILLS

Expertise In The Windows Operating System, Microsoft Office Suite, Many Business 
Related Software.
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