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[bookmark: _GoBack]Professional Summary 
· Dynamic customer service professional experienced in both call-center and retail store settings.
· Productive relationship builder; excel at listening to customer needs, articulating product benefits and creating solutions that provide value to the customer.
· Highly professional--dependable, reliable and able to perform duties with minimal supervision.
Experience
Telephone Member Service Representative                                                                          March 2016 – present Police and Fire Federal Credit Union
· Respond to telephone inquiries, providing quality service to members and assist in their banking needs. 
· Listen attentively to caller needs to ensure a positive customer experience.
· Excel within a service-oriented company, demonstrating a talent for communicating effectively with customers from diverse backgrounds.
· Recommend PFFCU products to members. 

Administrative Assistant 				September 2011 - Present
Northeast Racquetball and Fitness Center 
· Managed all paperwork, money, and data entry for all leagues. 
· Substantial knowledge of all policies and procedures within the sports program.
· Responsible for the distribution of awards for individuals and championships.


Customer Service Representative/Cashier		           	 September 2015 to June 2015
WAWA, Inc
· Provided excellent customer service by assisting customers with purchase recommendations and general enquiries. 		
· Resolved customer issues and demonstrate understanding for situations.
· Processed transactions quickly and without errors while utilizing point of sale computer system.
· Ensured store appearance complies with established guidelines.
· Assisted with store stocking, floor-sets and opening/closing procedures.

Data Entry Assistant 				September 2014 - June 2015
Premier Group Insurance	                         
Was responsible for the processing of all incoming and outgoing mail. 
Coordinated payments in the office and via telephone.
Managed data entry. 

Cashier 	           			April 2009 – August 2011
Holiday Market		          
Greeted the customers politely and present a friendly and helpful attitude.
Precisely stocked shelves. 
Accomplished all money transactions. 
Balanced the daily account at the end of each day. 
Volunteer Work
Manor Junior College New Student Registration.
Education
Manor College - Jenkintown, PA 19046	                        	 September 2012 – May 2014
Coursework towards Bachelor of Arts in Liberal Arts 
					
Saint Hubert’s High School for Girls – Philadelphia, PA 19136	                       September 2008 – June 2012
Diploma
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