SKILLS
Supervisory Skills

Customer Service
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Operational Compliance

Team Leadership
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Mail Processing
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INTERESTS
(¢ Birdwatching @} Traveling

(i Sports Coaching ¥ Knitting

STRENGTHS

& Resourcefulness

& Respectfulness

LANGUAGES

English Russian Swahili

ACHIEVEMENTS

“#& !mproved mail delivery efficiency by
20% through optimized routing and

scheduling.

& Achieved a 95% customer

satisfaction rating by implementing

service quality initiatives.
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PROFESSIONAL SUMMARY

Dedicated Postal Supervisor with over 5 years of experience in managing
postal operations, ensuring compliance, and enhancing customer service.
Proven track record in team leadership and operational efficiency.

WORK EXPERIENCE

Postal Supervisor & Jan/2022-Ongoing

Blue Sky Innovations X Chicago, IL

1. Delivered exceptional customer service by addressing inquiries and
resolving issues promptly.

2. Utilized conflict resolution skills to de-escalate customer complaints
effectively.

3. Maintained accurate records and completed daily paperwork to ensure
operational efficiency.

4. Ensured compliance with OSHA regulations to promote a safe working
environment.

5. Oversaw adherence to postal operation policies, ensuring all staff
followed regulations.

6. Planned and organized daily operations, including training and
supervising personnel.

7. Implemented performance metrics to enhance team productivity and
service quality.

Postal Supervisor £ Jan/2020-Jan /2022

Cactus Creek Solutions X Phoenix, AZ

1. Supervised the processing of over 110,000 pieces of mail, ensuring timely
delivery and cost efficiency.

2. Trained and managed a team of 20 personnel in mailroom operations
and best practices.

3. Addressed and resolved complaints related to mail delivery and service
issues.

4. Reorganized mail distribution systems to improve efficiency for over
3,000 postal customers.

5. Conducted postal operations in high-pressure environments, ensuring
mission success.

EDUCATION

Bachelor of Science in Business ggdan/  Jan/
. e . 2018 2020
Administration

University of Phoenix R Santa Monica, CA

Focused on management principles and operational efficiency in business
settings.
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