Name
Address, City, State, Zip
Phone/Email Address 

OBJECTIVE: (Position Title)
SUMMARY OF QUALIFICATIONS 

· Company’s top-performing and award winning Customer Services Representative 

· Skilled at interviewing applicants to gather information, ensure ability and qualifications

· Proven self-starter with the discipline & flexibility needed to consistently work effectively without supervision, alone or in a team setting and at multi-office locations 

· Over 15 years of explaining government rules and regulations to the public regarding various federal government programs

· Readily learn new technology and implement it to work processes and procedures
RELEVANT EXPERIENCE

Work Processes 
· Managed all hiring process, from writing job description, to interviewing, to selection

· Represented company at recruiting events and other employment functions

· Carried out employer and employee on-site visits & interviews

· Develop test materials, techniques & methodologies for position specific recruitments
· Conducted new hire orientations; trained and coached new employees 
· Identified, negotiated & executed over $32,000 of training contracts 
· Used labor market information to assisted over 25% of employer clients to develop compensation offers based on education & work experience

Communications (Category of Job Tasks)
· Proven success with customer development, relationship and rapport building

· Effective skills - with people of varying backgrounds, education, experiences and cultures
· Strong critical thinking skills, objectivity with considerable negotiation skills

· Organized and conducted new hire orientations, coached new employees
· Substantial understanding of and ability to relate large volumes of technical, rules, regulations, policies, & professional standards
Information Technology (Category of Job Tasks)
· Talented in using computers to access, gather, analyze and report data, various programs
· Used Internet based information systems to track employee services

· Taught others how to use MS Access databases to simplify reporting requirements

· Developed and ran database queries & reports, conducted audits to ensure data integrity

· Used forms automation software online for all contract documents 

· Experienced in all programs of MS office suite and various Contact systems
Name
Phone /Email Address
RELEVANT EXPERIENCE – Continued

Knowledge Base (Category of Job Tasks)
· Understand economic trends and labor market conditions that affect local businesses 

· Possess excellent problem solving skills and successful negotiation techniques

· Comprehend how to develop and use criteria for programs based on Federal Codes

· Understood and implemented complex government regulations effectively

· Excellent customer service and teamwork skills resulting in high customer satisfaction

· Proficient use of English language, including punctuation, spelling and grammatical usage

· Explained employment laws, regulations and HR information to owners, managers 
· Experience with successfully explaining payroll tax and deductions to employees

WORK HISTORY

Title of Position
Company Name – City State
Year to Year
CERTIFICATES/AWARDS
Certificate 
Title of Certificate
Year 
Award
Title of Award
Year
EDUCATION 

Degree

Kind of Degree 
Major
School, City, State
Year 

CURRENT VOLUNTEER AND/OR CIVIC ACTIVITIES

(Examples of this category would be volunteer activities or committees)
(Year started)
Ambassador, Chamber of Commerce
2006
Disaster Planning Committee, Red Cross
2004
Director of the Outreach Employment Assistance Center
2002

Past Chairperson, Customer Development Committee
2001

Steering Committee, Computer Applications Skills Academy
1997
