Marquitta K. Edwards

· 4922 Boudinot Street ( Philadelphia, PA 19120 ( (215) 939-8263 (
· MK.Edwards84@gmail.com




Profile:
Motivated, personable professional with experience in various customer service fields and a successful record of reputable talents. Diplomatic and tactful with professionals at all levels. Accustomed to handling sensitive, confidential records, cash handling, and appointment scheduling and independent duties.
Employment History:
· Philadelphia Passport Agency – Philadelphia, PA

Customer Service Assistant IV  04/2016-Present

· Amtrak – Philadelphia, PA

Reservation Sales Agent  07/2014-04/2016
· Card Connect – King of Prussia, PA

Administrative Support Representative (Escalations) 07/2013-04/2014
· Parx Casino – Bensalem, PA

Cage Cashier 10/2011-07/2013
· Sovereign Bank – Philadelphia, PA
Teller 03/2011-05/2012
· Comcast Cable – Philadelphia, PA
Customer Service Representative 08/2008-03/2011
Accomplishments:
· Customer Service:

· Primary liaison between postal facilities, courts, libraries and customers needing assistance.
· Responds to direct inquiries from applicants regarding requested information, status and assistance with contacting all levels of management.

· Schedules congressional and public appointments, answers phone, assists CSM with quarterly newsletter,
· Provides input on organization and re-organization of customer service departments.
· Administrative Assistant/Support:
· Provides general administrative and clerical support including mailing, scanning, faxing and copying to management

· Maintains electronic and hard copy filing system

· Opens, sorts and distributes incoming correspondence

· Performs data entry and scans documents into storage files/folders
· Cashiering
· Receive payment by cash, check and credit cards,
· Issue receipts, refunds, credits, or change due to customers
· Balance  daily cashier/teller vault and adhere  to all overage/shortage policies within internal control guidelines
Education:
Community college of philadelphia- philadelphia, pa
Major: Business Administration, General Studies Completed (No Degree) 11/2004
frankford high school- philadelphia, pa
Diploma Received 06/2002
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