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	SUMMARY

	[bookmark: _GoBack]Effective communication, interpersonal and organizational skills, both interfacing with the public and on the phone. Ten + years of customer service experience with the responsibility of taking adults back and forward to hospitals, care homes, and doctor appointments. 

	Skills

	· Extensive knowledge of customer service, safety precaution and technical knowledge that includes but not limited to working in controlled environments with specific duties.
· Proficient in Microsoft Office
	· Professionalism required addressing and completing specific tasks
· Proficiency in management with outstanding multitasking and time management skills


	Work History

	Server;   Blue Smoke Jazz  Standard; New York, NY  
	2002 - 2013

	General duties include;
· Trained and supervised new servers
· Accurately accepted orders from patrons while using interpersonal and my communication skills to interact with them.
· Attentively listening to patrons to assure accurate service and managed situations
· Using organizational skills to maintain order and keep track of inventory. Organized and stocked supplies and handled general orders
· Assisted mangers with developing schedules

	HVAC Technician;  JRAC Mechanical Corp.; New York NY
	2001 – 2002

	General duties include;
· Adequately installed and serviced equipment in a timely manner
· Maintained constant contact with customers to troubleshoot breakdown and malfunctioning of systems
· Observed and test system operation, using gauges and instruments
· Dismantle malfunctioning systems and test components, using electrical, mechanical, and pneumatic testing equipment.


	EDUCATION

	UPNEXT Program; New York, NY
	December - 2014

	Develop and refine skills in MS Word and PowerPoint and other skill and traits developmental programs.  Awarded certificate of completion.

	New Jersey State Department of Education ; Somerville, NJ  
	June - 2013

	Awarded General Education Development Certificate (G.E.D.)

	Apex Technical School; New York NY                                                                                                              
	April - 2001

	Completed 900 hours in Refrigeration, Air Conditioning, Appliance and controls; awarded certification.



