Rebecca Kain
8054 Terry St
Philadelphia, PA 19136
267-309-0254
　
Experience
 
 
Green Estates Lawn Sprinklers 10/16-Present
Answering phones, scheduling technicians for daily work, handle customer questions/inquiries, and process technician paperwork for billing.  Typing proposals, preparing and mailing 800+ contracts, and any other duties assigned. 
 
Chadwick Service Company 6/15-1/16
Service Coordinator
Scheduling 20+ technicians daily, answering phones, ordering materials, and scheduling of monthly maintenance.  Processing payroll for technicians, in charge of the on call schedule, and working with customers to solve issues. 
 
General Asphalt Paving Co/John Meehan  2/15-6/15
Scheduler/Dispatcher
Scheduling of technicians, answering phones, handling customer inquiries, processing bids and purchase orders.  Processing invoices, following up for payments, and all other duties assigned by management.
 
L&R Installations - Levittown, PA 7/13-2/15
Scheduler
Scheduling of all measures and installations of jobs. Researching to make sure we have all materials to install. Keeping up with schedules from 20+ builders. Responsible for daily schedules of 10 installers. General customer service and general office duties.
 
Christian Heating & Air - Southampton, PA 8/11-7/13
Promoted to Billing Coordinator 5/13
Responsible for billing all invoices on a daily basis. Researching underpayments, over payments, follow up appointments, and any issues with paperwork not being filled out properly by technicians. Making sure all invoices are processed by Tuesday of the following week. Running reports and making sure invoices match the technicians time cards. Responsible for making sure all invoices are processed for month end.
Promoted to Dispatcher 4/12
In charge of dispatching 18 technicians, maintaining contact at all times. Contact customer if tech is running late. In charge of running daily reports of calls, weekly reports of how many service calls were done in that week.
Customer Service Representative
Answering incoming calls, assisting customers with scheduling service appointments, answering customers questions regarding their heating equipment, returning customer’s calls from off hours. Explaining our service plans to customers and the benefits of having one. Assist in service billing. Also, assisting when needed for dispatching technicians. As well as any special projects assigned to me.
 
A Wish Come True - Bristol, PA 12/10-05/11
Customer Service Representative
Taking phone orders from customers, processing mail orders, and processing payments. Problem solving especially with shipping and production departments. Calling customers with possible delays with their orders. Checking and mailing invoices. Other general office duties.
 
Meenan Oil Company - Tullytown, PA 01/09-12/10
Customer Service Representative
Answering phones in a high volume call center. Processing paperwork, problem solving, and running reports for managers. Responsible for knowing the products and services we offer and explaining them in detail to customers. Also, train all new hires for customer service. Working overtime when needed especially in the heating season. Traveling to other divisions to train customer service representatives.
 
IBI Secured Transport, Inc. - Ewing, NJ 11/05-07/07
Administrative Assistant then promoted to Dispatcher
[bookmark: _GoBack]Answering phones, greeting visitors, scheduling loads including pickup and drop off locations, quoting prices to new and existing customers, and handling of all customer questions and problems. Scheduling of drivers up to four weeks in advance, processing expense reports and coordinating vacation requests. Responsible for invoicing customers, handling billing discrepancies, and issuing credit memos. 
