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PROFILE
Professional and experienced administrator with managerial experience. Knowledge of computer systems such as Universal EPA Certification, ACRH certification and Microsoft office. Able to work well within a team or independently to meet company goals.

EMPLOYMENT HISTORY
PA LCB Fine Wine and Good Spirits					09/2015 to 02/2017
Clerk									Philadelphia, PA
· Provided exceptional customer service by communicating product knowledge as well as product location
· Maintained inventory both backroom and sales floor
· Attended and completed progressive training classes regarding PA LCB
· Accepted cash and credit transactions for retail consumers and professional sales

Liberty Home Choice 						05/2013 to 10/2013
Scheduling Coordinator						Philadelphia, PA
· Supervised CNAs, PCAs, and Home Health attendants on a daily basis overseeing various aspects of their duties
· Coordinated scheduled hours each week via emails from the state of PA
· Utilized specific software as well as Excel and Word to prepare reports and document events regarding conflict resolution and scheduling conflicts
· Explained and resolved payroll issues relating to scheduled hours

NCO Financial								03/2011 to 12/2012
Collector								Horsham, PA
· Made calls for the Department of Education contract aggressively pursuing delinquent student loans from various lending sources, as well as proactively negotiating payment options
· Responsible for giving detailed billing plans in accordance with state legislative regulations

Verizon								08/2006 to 12/2009
Consultant								Philadelphia, PA
· Handled up to 40 calls a day supporting customers with technical and account issues
· Ability to up sale and engage customer with new products
· Superior problem-solving and communications skills

EDUCATION
· Community College of Philadelphia				2003 – 2004
· PENNCO Tech - HVAC 					2010
