
KENISHA PINCKNEY
Philadelphia, PA • Mobile: (267) 358-0210 •  pinckneykenisha@gmail.com


SUMMARY:  Ambitious, confident professional with over five years of customer service and administrative experience; utilizing exceptional written and verbal communication, analytical, time management, and organizational skills to meet company goals and increase profit.

SKILLS
· Customer service skills; maintaining positive relationships with client contacts while working in fast paced environments  
· Solid project management skills; managing multiple timelines and project plans simultaneously
· Interpersonal skills; deescalating potential issues and resolving personal conflicts
· Leadership skills: committing to tasks and demonstrating a “can do” attitude by assisting colleagues on difficult projects and volunteering services
· Knowledgeable in Microsoft Office 365 Suite: Word, Excel, PowerPoint, Publisher, Access, Outlook, Skype, WordPress, Lotus Notes

WORK EXPERIENCE 

CITIZENS BANK    	May 2018 TO Present
PERSONAL BANKER 
· Engaged with customers and developed solutions for increasing cash flow and other financial needs  
· Reached sales goals by opening new personal and business accounts 
· Expanded new business and gathered referrals for support of branch 
[bookmark: _Hlk510701605]
[bookmark: _Hlk510701744]KFORCE PROFESSIONAL STAFFING FIRM   	April 2017 TO August 2017
RECRUITER
· [bookmark: _Hlk510703125]Posted jobs and sourced candidates on career websites like CareerBuilder, Monster, Indeed and LinkedIn
· Served as primary contact for on-site interviews, conducted background check and prepared offer letters 
· Attended career fairs, coordinated events and partnered with colleges/educational institutions
· Assisted with outreach programs to support diversity and inclusion 

[bookmark: _Hlk510701683]PRUDENTIAL FINANCIAL  	August 2015 TO April 2017
SENIOR CUSTOMER SERVICE ASSOCIATE/WRITER  (PROMOTED) 
· Produced free form letters and verified clients understanding of information/answers
· Prepared for customer inquiries by studying products, services and customer service processes
· Documented client inquiries, assembled and forwarded information to corresponding groups/departments
· Updated job knowledge by participating in educational opportunities

CALL CENTER CORRESPONDENT (PROMOTED) 	
· [bookmark: _Hlk510703412]Gathered archived/standard information through extensive and investigative research
· Modified templated letters to carry out Medicaid and various loan requests
· Collaborated with colleagues to redesign templated correspondent letters for increased productivity 
· Gained a better understanding of products and benefits through Call Center New Hire Training courses

BUSINESS CASE MANAGER								
· [bookmark: _Hlk510703329]Reviewed, processed and entered accurate client information into databases for about 200 cases per week 
· Maintained a company performance rate above 96.5% each week
· Committed to handling follow-up calls to confirm and validate specific information directly with the client
· Trained new hire in Maturity Quote processing

ROSS DRESS LESS DEPARTMENT STORES 	JUNE 2014 TO March 2015
FRONT END SUPERVISOR 
· Ensured that sizing, ticketing and presentation of merchandise met company standards
· Delivered quick and friendly service by handling each transaction at an average of 4 minutes 
· Trained new employees in which 85% made employee of the month 
· Prevented 45% of internal and external theft combined 


[bookmark: _GoBack]FREELANCE

WRITER  	August 2017 TO Present
FIVERR.COM 
· Produced written materials for blogs, E-books and marketing websites 
· Performed data research and investigated relevant topics to produce content 

ACTIVITIES

J. LEWIS CROZER LIBRARY	AUGUST 2013 TO August 2015
PUBLIC RELATIONS PROFESSIONAL
· [bookmark: _Hlk510703447]Directed a small group of communication professionals, to produce a promotional campaign for J. Lewis Crozer Library
· Conducted primary and secondary research to enhance social media and web development platforms
· Enhanced the library’s Twitter and Facebook following through daily posts and engaging patrons
· Monitored focus groups, logged results and shot photography to update the website

TEMPLE UNIVERSITY HIGH SCHOOL PRESS JOURNALISM PROGRAM	JUNE 2012 TO AUGUST 2012
COMMUNICATION STUDIES INTERN
· Supervised 15 high school students in group discussions
· Edited student work set to publish in Temple University High School Press newspaper
· Arranged and scheduled interviews
· Represented students in public events
· Developed lesson plans
· Screened phone calls, conducted research and record keeping

EDUCATION 

Widener University, Chester, Pennsylvania
Bachelor of Arts, Communication Studies, August 2015	
	
	Coursework Highlights:

                                 Broadcast Newswriting
	Introduction to Public Relations 
	Broadcast News Production
	Media Law & Ethics
	Advanced Video 
	Public Speaking 
	Communication Research


VOLUNTEERISM 
· Minute Taker for weekly Broadcast meetings at Prudential Financial
· Copied and distributed the minutes to all team associates that participated in biweekly meetings at Ross 


ACHIEVEMENTS & AWARDS 
· [bookmark: _Hlk510703637]Certificate of Completion in Accounting – Business Online Course, April 2018
· Certificate of Completion in Business Administration -Business Online Course, April 2018
· Recognized in exceeding expectations for the “You Rock Award”, April and July 2016
· Lambda Pi Eta of Widener University Communications National Honor Society, Inducted May 2013
· Academic Honors in the College of Arts and Sciences, May 2015



*References upon request 
