SHELLEY L. KAGAN
31 Home Terrace

East Hartford, CT 06108

860-818-4434

CAREER OBJECTIVE:  A satisfying and rewarding position where I am able to utilize my skills and experience in order to contribute to your company’s success.

Education:
Manchester Community College – Manchester, Connecticut



Hartford Public High School – Hartford, Connecticut



MTA Business Trucking School – East Hartford, Connecticut
Qualifications:
· Strong communication and active listening skills

· Exceptional interpersonal and rapport building skills.

· Patient and Empathetic

· Strong organizational and time management skills.

· Adaptable, flexible and comfortable in fast-paced environment

· Troubleshooting skills, basic or advanced

· Computer literacy

· Phone skills on complex or multi-line system

· Public speaking skills

· Data Entry

EMPLOYMENT EXPERIENCE:
11/2021 – Present
3M Purifications




Production Worker

· Operates production equipment as outlined in work instructions using judgment to correct problems, with authority to stop production when equipment, safety or product quality is in jeopardy.

· Operates equipment at rates that meet productivity goals.

· Performs quality testing as defined in the work instructions.

· Moves and prepares raw material as required.

· Performs routine maintenance and repair work on equipment and assists maintenance as required.

· Interacts with supervision on mechanical and quality discrepancies.

· Observes all company rules and regulations.

· Keeps work area neat, clean and orderly.

· Maintains accurate and complete labor, productivity and scrap records.

· Performs basic equipment changeovers as required.

· Properly labels all products produced.

· Performs all other duties as assigned by supervisor as required.

· Provides excellent service and always maintains communication with internal customers. Promotes the culture of Total Quality and strives for continuous improvement.

· May require handling hazardous waste.
4/2012 – 3/2021
Hartford Courant

Independent Contactor
Delivery of the Hartford Courant News Paper
11/2015 – 08/2016
Eastern Account Systems




Collections Call Center

· Handle large amounts of both inbound and outbound calls in a timely manner helping to resolve customer issues and to ensure customers satisfaction.
· Followed communication “script” when handling difficult topics.
· Identified customer needs, clarify information while researching all aspects of the situation to provide a solution and/or alternative.
· Seize opportunities to upsell products when they arise.
· Keep records of all calls in database of the company

· Meet personal/team qualitative and quantitative targets.
12/2009 – 4/2012
ABA Business Services, LLC, Bloomfield, CT



Accounting Assistant

· Assisted with completing payroll.

· Assisted with accounts payable and receivable.
· Maintained clients, general ledger.

· Organized and maintained filing system.

· Inputted monthly expense reports.

· Prepared quarterly tax revenue reports.

· Prepared federal and state individual yearly income taxes.

· Operated multi-phone lines.
12/2008 – 12/2009
Pocket Wireless Communications



Call Center
· Handle large amounts of both inbound and outbound calls in a timely manner helping to resolve customer issues and to ensure customers satisfaction.

· Followed communication “script” when handling difficult topics.
· Identified customer needs, clarify information while researching all aspects of the situation to provide a solution and/or alternative.
· Seize opportunities to upsell products when they arise.
· Keep records of all calls in database of the company

· Meet personal/team qualitative and quantitative targets.
