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10+ years of customer service experience
Strong verbal and personal communication skills
Analytical thinking, planning skills
Computer literate in MS Word, Excel, Power Point
Organization and prioritization skills
Hard-working and dependable team player
Flexible, adjusts to different situations
Remain calm and work well under demanding conditions
Patient and empathic listener
Public Speaking
Successful in mastering new skills through hands-on experience
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PROFESSIONAL PROFILE
Customer Service
· Built strong customer relationships through monthly calls and quarterly home visits
· Clarified and answered clients’ income tax return questions
· Scheduled interviews with authors, actors, musicians, and artists
· Processed car and home insurance payments
Communication
· Facilitated weekly training sessions for new employees
· Communicated with support coordinators to ensure clients received services
· Counseled clients on how to maximize the credits and deductions on their income tax return
· Conducted online radio interviews with authors, actors, musicians, and artists
· Scheduled appointments and meetings
Administration
· Designed applicant profile form to track applicant progress
· Maintained spreadsheet to manage and update home visits
· Exchanged information with colleagues using phone, printer, fax and email
· Created each episode along with social media promotions
· Performed basic accounts receivables daily

WORK EXPERIENCE
Top Choice Home Care		Staffing Coordinator	Philadelphia, PA	2016-2017
Pathways Pa			Tax Preparer		Philadelphia, PA	2016/2018
LSF Financial Services		Office Manager		Philadelphia, PA	2008-2009

VOLUNTEER EXPERIENCE
Carver H.S. Career Day		Panelist		Philadelphia, PA	2018
BRPP Radio Network 		Radio Show Host	Philadelphia, PA	2015–2017
MB Family Care			Child Care Provider	Philadelphia, PA	2012-Present
Brian Overbey			Caregiver		Philadelphia, PA	2009-2012

EDUCATION
Job Readiness Courses		PA Career Link				Philadelphia, PA
VITA/TCE Certification		Pathways PA				Philadelphia, PA
A.S. Accounting			Everest University 			Tampa, FL
