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	Objective


Dependable, detail-oriented, customer service representative, with 10 years of customer service experience. Work independently as well as collaboratively. Excellent communication and interpersonal skills. Proven ability to increase customer satisfaction. Commitment to exceeding customer expectations has resulted in improved business-client relationships.
	
	Education


G.E.D | Eagle Vision Ministries
01/2011 – 07/2011
Associates Degree | Eastern Gateway Community College
Currently working towards my degree in Professional Office Management. 
	
	Experience


[bookmark: _Hlk32937094]Environmental Services | Sparrow Hospital
10/2018 – Present
Surgery- Assist surgical staff preparing operating rooms by sterilizing anesthesia equipment, cleaning the bed and securing all necessary attachments as needed for upcoming surgeries. Ensure that operating rooms are stocked with appropriate supplies. 
Emergency Department- Sanitize all surfaces including vital sign monitors and dispose of any used IV’s, medical products and biohazard per policy procedure.
Discharged Patient rooms- Clean discharged patient rooms. place call lights within patients reach and ensuring that the patient is safe and not in a compromised position. Appropriately deliver patient and visitors requests.
Train onboarding employees
Customer Service Representative | Two Men and a truck 
11/2016 – 2018
Data Entry- Accurately input information into Excel to estimate costs for customers move
Scheduling- Scheduling the appropriate amount of trucks and movers based on customers moving needs 
Sales- improve profitability selling the customer the appropriate moving equipment/items for their moving needs.
Customer Complaints- deescalating unsatisfied customers, accurately taking down their information/ reason for complaint and sending an Email to quality control to get customer complaints reviewed and resolved.
[bookmark: _Hlk32938262]Customer Service Representative | Inovalon
02/2016 – 09/2016
Medical Records- Place calls to medical facilities to verify location information for Inovalons medical record reviewers. Follow up on the status of medical record requests with personnel of provider sites.
HIPPA- Adhere to all confidentiality and HIPAA requirements.
Clerical- Process and scan digital copies of received medical documents.
Data Entry- Document notes and make updates into a large electronic database of information.
Enrollment Specialist | Maximus (Michigan Dept of health and Human Services)
05/2015 – 11/2015
Data Entry- Retrieve, verify and update customer contact information.
Enrollment- Educate callers about the Affordable Care Act. Assist customers with complaints, claims, exemptions, appeals, and application process for benefit eligibility.
Customer Service Representative | Peckham (U.S. Department of State) 
05/2015 – 11/2015
Assist customers with inquiries concerning U.S. Passports.
Use various computer systems to obtain information concerning the status of individual passport applications.
	
	Skills


	[bookmark: _Hlk32941958]Problem Solving
Organization
Interpersonal communication
	Leadership
Active Listening
Critical Thinking
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	Software


 Microsoft Word
Microsoft Excel
Microsoft Outlook
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