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1525 North Marston Street
Philadelphia, PA 19121
267-262-2585 quida2510@gmail.com

Dear Sir/Madam:
Please accept my resume for a position with your company. I am interested in a position that will enhance my skills and present me with a challenge.
I have a strong background in administration and customer service. I am always willing to learn new things. I am a team player who works hard, resolve problems quickly and efficiently. 
.
















Marquida Ragland
1525 North Marston Street Philadelphia, PA 19121
                             267-262-2585 quida2510@gmail.com

Objective
I am seeking a Customer Service position in a fast pace Environment.
Qualifications
Possess a general knowledge of Microsoft Word, Excel, PowerPoint, Suite, and Quick Books. Also possess a strong understanding of bookkeeping and administration/clerical organization. I am very comfortable with conversation, as well as being a skilled negotiator.

Skills Summary
· Customer Service  
· Excellent Time Management 
· Excellent communication 
· Highly self-discipline
· Call Inquiry/ scheduling
· Advanced with MS Word, Excel, Access , Suite and QuickBooks
· Type 55+ wpm


Employment History

Coyne Chemical  						 June 2015 - Present
Customer Service Rep
· Process chemical delivery to companies.
· Dispatching
· Keep track of customer tank registrations & certifications for hazardous chemicals.
· Billing, Invoicing, payments.


Walmart  							August 2014 - June 2015
Stocker
· Overnight Stocking 


MRS Associates						              February 2013 - August 2014
Collection Agents
· Screen and transfer calls to debt collection agents.
· Collections and billing.


Advantage Marketing Services					  April 2011- May 2013
Event Specialist						
· Type the key information for purchasing produce in acme markets for shoppers.
· Type instruction manuals on how to properly prepare dishes according to the health and food management guidelines.
· Keep track of shoppers’ comment and satisfaction on food samples through the company suite database.

Kasper A.S.L.-Philadelphia, PA                                                 June 2009-March 2012 
 Customer Service Assistant
· Provide exceptional customer service support to all customers
· Maintain product knowledge and basic product placement to help assist customers with their inquiries. 
· Taking customer calls


Community College of Philadelphia- Philadelphia, PA		 December 2010- December 2011
Administrative Assistant

· Provided assistance to students and staffs via telephone, email, and in the office daily. 
· Checked computer smart carts in/out for all faculty/ staff to use.
· Assisted the director with all errands.

Anderson Group Company – Philadelphia, Pa 			 June 2006- May 2008
 Bookkeeper
· Developed and managed customer accounts with all contact and vehicle information.
· Completed at least 20 sales appointments and presentations by constant customer service calls and negotiation
· Expanded new business branches by exceeding customer service expectations.

Education
September 2010-2012	Community College of Philadelphia	Philadelphia, PA	
Associate Degree in Culture, Science, Technology
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