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Objective
Results-oriented professional seeking a position which will allow me to utilize and broaden my  skillset obtained from customer service related industries, travel skills development, work experience, and life lessons in a capacity that will support and promote excellence in customer service, group management, meeting and incentives travel, tourism and management.
 Employment History
Greeter
Lowe’s – West Philadelphia, PA
January 2018 – July 2018
· Greeted and answered questions a customer or a guest might have upon entering the store in a friendly and professional manner. 
· Gave instructions and information regarding sales or promotions to a customer or a guest.
· Guided customers or guests to items or merchandise within the store.
· Assisted Loss Prevention monitoring merchandise upon exiting the store.

Press Assistant
Bartash, Inc. – Philadelphia, PA
November  2017 – February 2018
· Assisted printing press operator to make ready, operate, and maintain roll-fed or sheet-fed, single-or-multicolor flatbed, cylinder, offset, flexographic, or web press.
· Adjusted machine parts, such as feed and delivery mechanisms, suction grippers, guides, feed wheels, jogging device, tapes, and cams as directed by press operator, using hand tools
· Lifted and positioned roll of paper in feed mechanism, using chain hoist, or positions skid of unprinted sheets on feed device, using hand truck or electric lift-truck.
· Removed loaded skid of printed material from stacking mechanism, using hand truck, and replaces with empty skid.
· Filled fountains with ink paste, using spatula.
· Tended press in absence of press operator.
· Cleaned press and work area, using vacuum cleaner, brush, and air hose.
· Kept daily time, production, and material usage reports


Commercial Lines Underwriting Assistant
 Philadelphia Insurance Company – Bala Cynwyd, PA
 January, 2007 — April, 2017 (10 years 3 months)
 
•Provided support to the underwriters and independent agents
•Reviewed and record policy submissions and determine what underwriter is responsible and tasks needed to be complete before moving forward with the underwriting process
•Reviewed submissions for acceptability within Company guidelines and completeness and identify any major areas of concern for the underwriter to review
•Communicated with company underwriters and agents to provide quotes, instructions, status, or provide other assistance as needed
•Worked on compliance matters to ensure agents selling insurance products meet company criteria
•Performed research on various websites and with state agencies to ensure licenses are up to date and comply with all state and regulatory guidelines to sell insurance products
•Handled inbound calls from agents requesting information on existing submissions and handle the agent request or route the request on to the appropriate underwriter
•Performed related duties as situation dictates such as participating in special projects.


 Coordinator & Independent Contractor – Philadelphia, PA
 Group Travel Coordinator  (Part-Time)
 April, 2014 — September, 2017 (3 years 5 months)

•Booked individual and group reservations in SABRE; coordinated activities involved with procuring meeting bulk space and services such as, airline seating, accommodation, charter flights, car rental and other activities for the college staff and students
•Applied working knowledge of airline, cruise lines, car rental and other suppliers negotiation
•Reviewed requisitions from travel suppliers
•Maintained meeting, suppliers and bulk fare records and produced reports for meeting planners, marketers and airlines which depend on me for their success
•Conferred with other travel vendors in order to obtain product information such price, availability and delivery schedule
•Researched and recommended the required airline carriers for bulk fares
•Assisted director with group support activities using selected suppliers
 

Client Management Associate
UPS Supply Chain Solutions – Newark, DE
January, 2006 — January, 2007 (1 year)
 
•Processed domestic and international orders received from various sources; monitor the tracking and receipt of orders as it relates to all components of third party logistics
•Created a schedule to assist management in rotating monthly responsibilities in an effort to maintain a strong and more effective work flow
•Extracted and analyze essential operational reports for month end financials
•Actively engaged in client conference calls, training, business reviews and onsite meetings, providing critical input.

Education
Neptune Sr. High School, Neptune NJ  (Graduated 1988)
Brookdale Community College, Lincroft, NJ (1 yr, Studied Computer Science/Math)  
