


OBJECTIVE

To obtain a position that will enable me to use my strong organizational skills, educational background and ability to work well with people. 

EMPLOYMENT

May 2015 – Current
Capgemini, Inc – Pensacola, Florida – (850) 435-8000
Senior Associate

· Ensure Long Term Care service calls are answered in a timely, efficient and knowledgeable manner.  Provide continual evaluation of processes and procedures.  Responsible for suggesting methods to improve area operations, efficiency and service to both internal and external customers. Should be able to make changed to an existing LTC Policy as per policy holder request like address change, name change, bank change etc. Provide support for fellow team members by providing appropriate coaching, counseling, direction and resolution. Ensure fellow employees have appropriate training and other resources to perform their job. Respond to and resolve customer issues. Work as a member of special or on-going projects that are important to area/process improvement. Establish work procedures and processes that support company and departmental standards, procedures and strategic directives. Communicate with upper management regarding department or employee concerns. Complying with company regulations regarding HIPAA, confidentiality, and private health information.

November 2011- May 2015 
Concur Inc. – Milton, Florida - (850) 981-4119
Ticketing Agent 

· Duties consist of efficiently processing all schedule changes including customer notification. Research alternatives and work directly with customers when changes to the airline itinerary are mandated/Document all actions and communications within the reservation system. Work with directly with airlines to resolve problem situations. Handles inquiries and requests for changes to air itinerary received from Customer Care and Quality teams. We are responsible for processing ticket exchanges and refunds and handle any airline ticketing that cannot be done through our automated systems, 100% in Sabre.


January 2009 – November 2011
Tata Bss - Milton, Florida - (850) 981-4879
Customer Service Representative

· Travel agent/Help Desk Specialist for Hotwire.com. My job consisted of booking flights, cars and also hotels. Answer phones to respond to orders, general customer inquiries, invoice questions, and customer complaints. Project a professional company image through phone interaction. Help Desk Specialist main responsibilities are generally to answer customer inquiries and resolve complaints. The questions and concerns asked to me are normally related to sales of services. 

Feb 2005 – June 2009 
Arby‘s - Milton, Florida - (850) 626-8542
Team Member/Team Leader

· I worked at Arby’s for 4 years and while there I became a team leader. I was transferred to Arby’s in Tallahassee and then transferred back after graduating from the community college. While there, I was responsible for being the cook, cashier, and the manager on duty at times. I was to report to the supervisor periodically on team and individual work accomplishments, problems, progress in mastering tasks and work processes, and individual and team training needs.

PROFESSIONAL SKILLS
Microsoft Word
Excel
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Type 60wpm 


EDUCATION
· University of West Florida – May 2015 – Current 
· Bachelors in Criminal Justice Major
· Graduation May 2017

· Tallahassee Community College – August 2006 – June 2008
· Associates of Arts General Transfer
· Graduation June 2008
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