Janice T. Jenkins
1234 Savvy Street, Atlanta, GA 30319

(404) 555-1212
  email@email.com

SUMMARY OF QUALIFICATIONS

Highly motivated and experienced customer service representative. Computer literate and able to learn and apply new software quickly. High degree of accuracy when completing assignments. Possesses high inner work standards and excellent diplomatic abilities with co-workers. Well liked and respected by customers and associates. Bilingual: English and Spanish

EXPERIENCE

Customer Service/Sales

· Called approximately 1500 customers on a monthly basis to offer promotional discounts on certain products; increased sales by 47%

· Held weekly meeting with field reps to discuss issues relating to customer complaints

· Communicated in English and Spanish with customers

· Prepared all administrative reports regarding orders and inventory 
Lead Trainer/Inside Sales Representative

· Trained 20 sales reps and 8 field technicians on products and service promotions

· Conducted periodic training on basic sales and customer service applications as well as new computer software

· Maintained a “repeat” business rate of 74%; consistently the highest in the company
Computerized Office Applications

· Utilized Excel, MS Word to prepare spreadsheets, correspondence, and newsletters
· Prepared mailings using mail merge application

· Created specialized forms or documents as needed
EMPLOYMENT 

(while completing education)

Miles Manufacturing, Atlanta, Georgia                                                    
09/2006 – Present

Customer Service Associate – Student Co-op

Jenkins and Associates, Atlanta, Georgia                                                       08/2005 – 09/2006 

Administrative Assistant

EDUCATION

West Georgia College, Columbus, Georgia                              Expected graduation – 06/2007
Associate of Applied Science 
Parker High School, Atlanta, GA                                             High School Diploma – 06/2005                                     
