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Outgoing and versatile customer service representative with experience handling multiple tasks at once while remaining positive and composed in all types of situations. Offering great computer, customer service and collaboration skills.
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[bookmark: _y1q60llsp3ln]H&R Block / Front Desk Receptionist (Seasonal)
[bookmark: _80m0megl6m3e]Jan 2022 - PRESENT,  Atlanta, GA/Birmingham, AL
· Greeted customers warmly and made them feel welcome.
· Answered incoming calls, redirected callers to the appropriate personnel or department and took messages as needed.
· Provided excellent customer service by responding quickly to inquiries via phone or email in a professional manner.
· Maintained an organized reception area and ensured that all guests were attended to promptly.
· Assisted with scheduling appointments for clients and visitors.
· Handled payment processing and provided customers with receipts and proper bills and change.
[bookmark: _bzmuwmfhy523]Logan’s Roadhouse / Restaurant Server
[bookmark: _aoj1792hs637]July 2022 - Sep 2023,  Oxford, AL
· Performed opening and closing duties such as setting up the dining area, restocking supplies.
· Provided exceptional service to high volume of daily customers.
· Operated POS terminals to input orders, split bills, and calculate totals.
· Enforced minimum age requirements for consumption of alcohol beverages by checking identification.
[bookmark: _x4h6i46mds2f]IHOP / Restaurant Server
[bookmark: _fbyrh73qt7y9]April  2021 - June 2022,  Oxford, AL
· Provided exceptional service to high volume of daily customers.
· Welcome guests with a personable attitude.
· Checked with customers to determine satisfaction with meals, promptly taking action to correct problems.

Ashley HomeStore / Sales Associate
[bookmark: _sczi805fctko]August 2020 - March 2021,  Anniston, AL
· Approached and provided knowledge to customers and recommended products, ensuring the customers needs and goals were met.
· Processed transactions, collected payments, and worked closely with other sales associates to ensure the all-time great customer service experience and service.
· Prepared sales contracts, handled complaints, organized sales-floor, and monitored and managed inventories.

Gridiron / Restaurant Server
[bookmark: _tom84zhc5qnl]Jan 2019 - August 2020,  Oxford, AL
· Welcomed customers into restaurant and assisted them with being seated
· Maintained proper waitlist during busy service times
· Answering phone calls
· Took customers orders and served them
· Engaged with customers in a friendly manner to make them feel welcome

Oxford Healthcare/ Caregiver
[bookmark: _3jwzt87olq3]Dec 2018 - Nov 2019, Oxford, AL
· Worked directly with nurses and patients
· Assisted with turning or moving patients
· Assisted with patients daily tasks including: bathing, dressing, and eating

Aeropostale / Sales Associate/ Accessory Specialist
[bookmark: _pa4xsu4yfse4]May 2017- Nov 2018,  Oxford, AL
· Responsible for processing cash, debit, credit, and check transactions
· Balance cash register
· Process returns
· Maintain a clean and proper sales floor and stockroom
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· Office administration		Hospitality services
· File organization		Team Collaboration
· Cash handling			Listening skills
· Customer service		Time management

	ㅡ
[bookmark: _tk538brb1kdf]Education
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[bookmark: _r7oinwx5vtl9]Cleburne County High School / Diploma
[bookmark: _uqfre138cju9]August 2013 - May 2017,  Heflin, AL
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