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Objective: To obtain a position where I can excel and establish a career while maintaining a positive work environment and utilizing my customer service skills. 
 
Summary of Qualifications 
· Proficient in Microsoft Outlook, Microsoft Excel, and Microsoft Word 
· 3 years of Call Center Experience 
· Over 5 years in high demand work environments 
· Excellent communication, writing, and multitasking skills. 
· Over 5 years of customer service and relations skills 
· Very inquisitive, creative and resourceful 
· Effective working alone or as a cooperative team member 
· Professional presentation to others 
· Typing 50 WPM 
 
Work History: 
February 2018 -Current._______________________Amazing Kidz Academy________Teacher

Assisting and supervising toddlers 18-36 months. Daily routines, circle time, potty training, implementing Lesson planning. 



February 2017- August 2017____________________Primrose school____________Teacher

Supervising children ages 12-18 months. Daily routines, diapering, writing and implementing custom lesson plans for daily activities. 

February 2016- December 2016_______________Sunshine House 

Assisting toddler children. Perform written observations for all children,preparing meals, conducting circle time activities and art activities. Reading, playing, and changing diapers.


August 2015- Feb 2016                            Medieval Times                                 Customer Service/Reservationist

Answer inbound calls. Making reservations for guest for specific date and time.  Giving guest knowledge about our company and what we offer at a tournament. Collecting payments via credit card and/or debit card.


February 2015 – August 2015   _	 _	The Goddard School  _	 _	   Assistant Lead Preschool Teacher 
 
Write and implement custom lesson plans and activities for preschool students, create a positive and interactive learning environment, develop activities targeted toward building self-esteem and social skills 
 
May 2012- February 2015   _	 _	   Medical Alert                  Customer Service & Relations Representative 
 
[bookmark: _gjdgxs]Answer inbound calls in call center queue; communicate with staff through email (Microsoft Outlook); data entry (patient requests and referrals); educate customers on Medical Alert systems and policies; communicate with customers through email and fax; troubleshoot systems and all technical issues; filter all inbound calls to the correct departments; update customer’s information in computer system; order replacement buttons, replacement systems and lockboxes; communicate with sales representatives about customer’s questions and needs. 
 
April 2009 - May 2012  _	 _	 _	 Brightside Academy  _	               Front Desk Administrative Assistant 
 
Answer all incoming phone calls; maintain student files and teachers lesson plans; general tasks such as filing, copying, scanning and entry in Microsoft Word & Microsoft Excel; tour scheduling, order supplies for facility; facilitate all events for the center; organize and plan staff meetings and monthly newsletters.  
 

October 2006- April 2009  _	           S.M.A.R.T. Center Program  _	                              Student Facilitator 
 
Counsel and mentor students from kindergarten through 5th grade at Grover Washington Middle School; enlighten and inform students about self-esteem, peer pressure, and the significance of education; prepare lesson plans for learning sessions; organize events and fundraisers; maintain student files. 
 
Education:  
  
· Northeast High School  
                Philadelphia, PA 
                Diploma Received:  June 2003  
  
· Lincoln Technical Institute 
                Certified Pharmacy Technician, 2008  
  
· 120 hours in SAC Credentials  
                  Professional Development Trainings in ECE  
                  3 Accreditations towards ECE (Associates Degree)  
·      Currently attend Strayer university BA in business 
  
  
  
*REFERENCES AVAILABLE UPON REQUEST* 
 
