Your Name

Address, City, ST ZIP Code | Telephone | Email
SUMMARY OF QUALIFICATIONS

· 5+ years’ experience providing friendly, detailed information to customers
· Supervisory experience

· Coordinate meetings, events, promotions
· Able to travel to promote events
· Team player
· Always on time

· Work efficiently

· Accountable
RELEVANT SKILLS 
	Networking
	Technical Skills


· Engage in promotional activities with, community partners, speaking engagements
· Coordinate and provide an array of information to diverse groups of people
· Provide information about the company via several different methods
· Daily input: multiple tracking systems for providing customer service, tracking, payment, and other purposes
· Proficient in MS Office
· GroupWise, Outlook and Gmail calendar, group scheduling and email
· Narrate customer interactions thoroughly
· Run reports
	Program Management
	Reporting


· Leading projects, setting a vision, motivating team and coaching
· Lead, supervise and hold accountable direct reports to meet contracted performance expectations
· Evaluate performance, track progress
· Monitor funds utilization
· Analyze information through documentation and MIS systems to ensure cohesiveness and funding stream eligibility
· Provide monthly reports to fiscal/business office to ensure spending is on track
· Compile, compose and provide quarterly reports to grantor to ensure contract compliance
WORK HISTORY & RELEVANT INFORMATION
Job Central College





Somewhere, Oregon

Director of Customer Relations



2019 - Present

Logistics Coordinator





2018 - 2019


Customer Service Representative



2017 - 2018

New Challenge Network




Somewhere Else, Oregon
Customer Service Professional



2007 – 2017
US Navy






Somewhere, California

Personnelman





3 Years – Honorable Discharge

EDUCATION & TRAINING
Klamath Community College



Klamath Falls, Oregon

Field of Study






2020 – Present

Prospective Graduation: 2022






Somewhere University




The Town, Oregon

Certificate – Only if relevant to the job you are applying for
2005 - 2006


