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Administration ~ Communication ~ Customer Service ~ Data Entry

Ambitious and motivated professional with over 10 years of experience in Customer Service, including roles in leadership and administration. Skilled in multi-tasking when performing clerical duties to include data entry, making calls, and working with minimal supervision to deliver excellent service. 




AREAS OF EXPERTISE

		   
· 
· Managing, updating, posting MOC and AOC, cleaning data files, mild auditing, and performing address change to timeshare members of HOA or Club 

· Performing clerical duties that consisted of checking accounts, emailing, filing alphabetically, copying, scanning, ordering office supplies, answering incoming calls, making outbound calls 

· [bookmark: _GoBack]Billing and initiating cases, proof reading, posting payments and calculating accounts as or if needed

· Taking leadership and initiative with minimal supervision, collaborating with my team to improve or create new programs, organized, participate in recruiting and special events, overseer of volunteers as well on implementing strategical outreach goals 

· Instructing driving courses to teenagers and adults which included hands-on and practical instruction in a safe practice vehicle, being able to move and think quickly to take control of vehicle when needed, patient and kind to all students, completing contract forms and recording progress of each session

EMPLOYMENT HISTORY

· Lab Assistant, Georgia State University, Decatur, GA-2019-Present
· Billing Coordinator, Diamond Resorts International Las Vegas, NV-2018
· Outreach Coordinator, World Changers Church International Atlanta, GA -2017
· Driving Training Instructor, Just Drive Right Atlanta, GA -2016-2017
· Claims Administrator, Arbitration Association Atlanta, GA -2011-2016

EDUCATION

Georgia State University, Atlanta, GA
Bachelor of Art Science

CERTIFICATIONS

Medical Administrative Assistant- Everest Institute, Decatur, GA (2011)
Notary Public
Licensed Driving Training Instructor
OSHA & CPR Certified

VOLUNTEER

Volunteer- Hosea Fed the Hungry, Ludacris Foundation and Church Organizations
