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T Mobile Company, Metro, MA / September 2017 – present

· Answering product and service questions 
· Suggesting information about other products and services
· Open, sort, and distribute incoming messages and correspondence
· Open new customer accounts by recording customer’s information
· Greet visitors and determine to whom and when they could speak with specific individuals
· Resolve product and service conflict by clarifying information to customers
· Inform management on new customer needs
· Selling phones
· Counting daily stock
· General cleaning
WEEKEND MANAGER

Jim's Bagel and Bake Shoppe, Gloucester, MA /July 2010 – September 2017

· Ordered supplies
· Trained 16 new employees during a period of company expansion to ensure attention to detail and adherence to company policy
· Oversaw work of employees
· Maintain utmost discretion when dealing with sensitive topics
· Manage travel and expense reports for department team members
· Managed weekend finances of the company
PSYCHOLOGY / MAJOR
Gordon College, Wenham- 2017 to Present
CUSTOMER SERVICE ASSCOCIATE


AWARDS RECEIVED
Top in high school – 2016
Best weekend manager- 2015
Best Sergeant Major- 2017
NEUROSCIENCE / MINOR
Gordon College, Wenham- 2017 to Present
CERTIFICATION #1
Gloucester High School- 2016
SKILLS
Problem Solving Adaptability
Collaboration
Strong Work Ethic Time Management
Critical Thinking
Handling Pressure
Leadership
EDUCATION
AWARDS
EXPERIENCE
youremail@gmail.com
Your current location or residence 
linkedin.com/in/yourproﬁle
XXXX
Administrative Manager with 3+ years of experience organizing workers, preparing facility reports, and maintaining the utmost confidentiality. Pursuing a B.A. in Psychology and Minor Neuroscience. An expert in Microsoft Word, Excel and PowerPoint. Looking to leverage my knowledge and experience into a role as Supervisor in a hospital or criminal facility.
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