
Tremayne Jackson                                                                                                                                                 2308 South Bonsall Street                                                                                                                                                                                                                                        Cell  267-579-7865, Tremayne.Jackson2015@gmail.com                                                                                                                                                                                                                                                    Job Position: Cora Services, Inc. Evening Receptionist – Part-Time Monday-Thursday 5-9pm 
OBJECTIVE: To utilize my skills in achieving higher level employment goals within Connect America 
ADMINISTRATIVE SKILLS: •Commitment to excellent customer service •Ability to work effectively with diverse population •Monitors time frames for milestones •Strong communication and interpersonal skills •Problem resolve skills * Manage statistical data •Strong technology skills •Attention to detail
 JOBS SKILLS: Leader, Supply Inventory Specialist, Excellent Customer Service, Manage coordination of records, Technical skills, Public relations, Critical Analysis, Detail oriented, , Organizational team-player, Task organizer, Resolution Specialist, Responsible, procurement processing, coordinate work schedule
                                                                       EDUCATION 
St. Joseph University                                                                       Philadelphia, PA                                         Associate Degree: Business                                                              9 /1993 - 12/1999
John Bartram High School                                                                Philadelphia, PA                                                                   Diploma                                                                                          9/1973 - 06/1976                                                          
                                                            WORK EXPERIENCE                                                                  DOD Defense Logistics Agency                                                                                                                                                              DLA Troop Support                                                                                                                                        Philadelphia, PA 19111
DLA Troop Support                                                                 Philadelphia, PA      11/1986 -Present
Construction & Equipment Division/QCLD                                                                                                                                                        Position: Supply Customer Representative                                          
My job includes upholding the Defense Logistics Agency mission of valuing all military customers, facilities and vendors with experience in excellent customer service.  My skills includes maintaining a calm, welcoming environment that is conducive to receiving and maintains confidentiality to federal regulations with professional accountability.  My professional accountability provides courteous and knowledgeable assistance to callers; answer, screen and transfer calls when necessary.  Daily responsibilities consist of providing assistance with up-to-date customer information and knowledge for an overall scope in strong organization, multitasking, problem solving and a keen attention to detail.   I do possess the ability to be resourceful and proactive to offset issue and concerns for resolution.  Resolution tactics assist to prevent, anticipate and address customer concerns before they escalate, while proactively establishing a strong return for customer satisfaction.  Customer satisfaction mandates skills to monitor reviews of customer’s open issues, perform clerical duties, review cancellations and aid with intake services.  Intake services provides updates for a timely transfer using reports and maintained records or follow-ups to quality issues.  Quality experience is essential to resolve discrepancies with a strong oral and written communication supported by strong data entry skills to automated systems. As an customer service representative, this includes building customer trust with the best solutions for satisfaction.  
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