Wesley Villodas
227 Wintonbury ave apt. 2
Bloomfield CT, 06002
Cell: (860) 593-3808
Email: wvillodas@gmail.com
 

Relevant Skills & Experience
Clerical
· Computer literacy
· Typing
· Multi-tasking
· Time management
· Attention to detail
· Microsoft Office®
· Data entry
· In bound and outbound call taking



 
Retail (Xfinity Store)
​• Inventory and inventory adjustments
​• Front and back-room stocking
​• Payroll Audit
        •  Answering questions and giving instruction to customer
        •  Use de-escalation tactics 
 
Organization & Cash Handling
​• Inventoried and ordered kitchen supplies.
​• Received, inspected, and stocked supplies.
​• Prioritized prepping duties to meet deadlines in a fast-paced, crowded. 
           •  Operated electronic cash register: processed cash and credit card purchases and returns
​
 
Work Experience


ADUSA Distribution 
(Current position)

Administrative Support / Integration support 

Administrative Support:
	•	Provide general administrative support to department managers and staff.
	•	Coordinate meetings, manage calendars, prepare reports, and handle travel arrangements.
	•	Assist in creating and maintaining documentation, including reports, spreadsheets, presentations, and correspondence.
	•	Manage inventory and office supplies, ensuring that necessary items are stocked and ordered as needed.
	•	Handle communication and correspondence with vendors, clients, and internal teams.
	2.	Software Integration:
	•	Work with internal teams to integrate new software systems and ensure seamless operations across all platforms.
	•	Assist in the configuration and customization of software applications to meet business requirements.
	•	Provide training and support to employees on software systems, troubleshooting issues, and resolving any technical problems.
	•	Collaborate with IT teams to manage system updates, resolve integration issues, and optimize software performance.
	•	Test and verify software integration processes to ensure proper functionality and troubleshoot any identified problems.
	3.	Data Management and Reporting:
	•	Assist in the management of data across various platforms, ensuring accuracy and consistency.
	•	Develop and maintain reports using integrated systems to track key performance indicators (KPIs) and other metrics.
	•	Support departments in data analysis, leveraging software tools to identify trends and insights.

State of CT Payroll Clerk
05/2023 – Present 

General Purpose
Accurately issue pay to employees by calculating earnings and deductions in accordance with established practices and guidelines.
Main Job Duties and Responsibilities
· collect, compile and enter payroll data using appropriate software
· review and verify source documents
· calculate and post payroll deductions
· process payroll by established deadlines
· issue statements of earnings and deductions
· reconcile employee deductions
· investigate and correct payroll discrepancies and errors
· update payroll records by recording changes including insurance coverage, loan payments, salary increases
· process new employees, terminations, transfers and promotions
· prepare and print payroll reports of earnings, hours worked, taxes, insurance, leave
· address employee's pay-related concerns and provide accurate payroll information
· complete requests for pay-related documents including statements and verifications
· produce federal, state and local tax payments
· develop, manage and maintain comprehensive payroll records
· ensure compliance with federal and state regulations and guidelines

State of CT Judicial Branch 
 
At the Judicial branch I work out of 80 Washington in the Criminal Motor vehicle clerk’s office (call Center) 

Duties are as followed.
· Reply to inquiries from the general public, judges, court officials, and lawyers.
· Assist the public with inquiries about Court dates, Court policies and procedure.
· Assisting the public by sending them motions as well as assisting them in Filling Motions.
· Used state criminal data-based systems to obtain information regarding criminal cases.
· Received and responded to inquiries regarding practices and procedures of the department.
· Collaborated with lawyers to improve court services and case processing activities.
Knowledge.
· Customer and Personal Service - Knowledge of principles and processes for providing customer and personal services. This includes customer needs assessment, meeting quality standards for services, and evaluation of customer satisfaction.
· Clerical - Knowledge of administrative and clerical procedures and systems such as word processing, managing files and records and other office procedures and terminology. 
· Computer literacy
· Typing
· Multi-tasking
· Time management
· Attention to detail
· Microsoft Office®
Technical skills
· Data entry
· Handling of Legal documentation
· Customer service
· Record keeping.
· Legal document composition
Abilities
· Listen to others and ask questions.
· Speak clearly so listeners can understand.
· Understand spoken information.
· Write clearly so other people can understand.
· Read and understand work-related materials.
 
Xfinity Store Lead/ Store Operations
(West Hartford)
Comcast NBC Universal
9/28/18-06/09/2021 (Promotion from call center) 
At Comcast My primary duties are to make sure that the store is Meeting Company guidelines. This includes Shipping and receiving Shipments of products and supplies. As well as performing store audits to ensure that store and Employees are compliant with company policies. My duties also include Market resets for the entire store as well as Cash handling and Ordering supplies. I assist with customer escalations in situations where customers get upset or irate. The handling of time entry and payroll through our time entry system (Kronos). While working at the Xfinity store in West Hartford my other duties where to assist customers with any question they might have. As well as Making changes to a customer’s account if requested. This Is also a sales position, so we do have monthly goals that we need to meet in order to abide by company standards. These goals consist of product sales like new lines of Business and upgrades on current accounts. As a lead at the Xfinity store, I was I charge of closing the store and making sure store ran effectively including store Operations. 
 
Billing/Collection Agent 
Comcast NBC Universal (Enfield, CT)
9/28/15-present 
At Comcast my duties where to take inbound calls in a fast pace and high-volume environment. There I assisted customers in billing and collections inquiries. As well as negotiating Payment Arrangements and extensions. I also provided customers with product knowledge and offer products that best fit the need of the customer. A crucial part of my job was to make sure that I completed and passed several computers and classroom-based trainings and certifications on a monthly basis.  As part of my job at Comcast/Xfinity it was also my duty to maintain professionalism while using variety of tactics to deescalate any situation when customers became irate and sometimes even belligerent. I have received many years of training and hold experience working with high stress and extremely fast-paced environments. 
 
 
Education
High School Diploma 
Manchester Community College 
(16 Collage Credits)
 

