
	Nicole Reid
515 Country Club Rd Searcy, AR 72143 · 870-204-3820
NickeyReid@gmail.com

	A highly motivated receptionist with a passion for organization and administrative support and excellent customer service skills.


Experience
	August 2017 – march 2018
sales specialist, concentrix, Usa
Call center – answer incoming calls, provide basic tech support, make sales, handle customer billing information, help customers review billing history

	may 2012 – may 2014
receptionist, engines for autos
Answer sales calls, order parts, create work orders, filing, bookkeeping, basic tax accounting

	july 2006 – may 2012
server/bartender, Blackbeard’s on the beach


Education
	December 2019
BA in finance, ualr
Currently taking online classes pursuing a degree in finance.

	May 2006
High school diploma, Gregory-Portland high school
Graduated with a distinguished achievement diploma and a 3.6 GPA


Skills
	Excel and Access
Bookkeeping
Accounting
	Customer Service
Phone Sales
Billing and Work Orders


Activities
[bookmark: _GoBack]I do volunteer work at the White County Habitat for Humanity restore.  I am also involved with the Searcy Church of the Nazarene. 
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