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SUMMARY OF QUALIFICATIONS

Excellent verbal and written communication abilities to interact effectively with customers and resolve their issues.
Strong analytical skills to assess situations and provide effective solutions quickly.
Ability to understand customer needs and respond to inquiries and complaints with sensitivity. Proficient in managing multiple tasks simultaneously while maintaining attention to detail.
Familiarity with customer service software, CRM systems, and standard office applications.
Ability to work effectively in a team environment, collaborating with colleagues to improve service quality. Willingness to learn and adapt to changes in products, policies, or procedures.
Strong ability to manage and organize files, schedules, and appointments efficiently.
Excellent telephone etiquette and clear communication skills for interacting with clients and visitors. Friendly and professional demeanor to create a welcoming environment for visitors.
Proficient with Microsoft Office Suite, email systems, and any other necessary office management software. High level of accuracy in managing appointments, correspondence, and other administrative tasks.
Skillful in prioritizing tasks to ensure smooth operation of the front desk.
Ability to maintain a professional appearance and demeanor, reflecting company values. Knowledge of handling sensitive information with discretion and integrity.







EXPERIENCE

Receptionist
March 2023 to September 2024
Aero All Gas Co, Bloomfield, CT

Greet and welcome guests as they arrive at the office.
Answer phone calls, route calls to the appropriate personnel, and take messages when necessary. Manage incoming and outgoing mail and shipments
Maintain a clean and organized reception area
Schedule and manage appointments and meetings for staff.
Assist with administrative tasks including data entry, filing, and document preparation. Provide information about the company and its services to clients and visitors.
Handle inquiries and resolve issues politely and professionally. Support other administrative tasks as required by the management.

Receptionist
March 2022 to March 2023
DoubleTree By Hilton, Hartford, CT

Efficiently process guest arrivals and departures while providing a warm and welcoming experience. Address any guest requests or concerns promptly and professionally.
Maintain a strong service orientation to meet and exceed guest expectations.
Handle reservations, including modifications and cancelations, and verify reservation details to ensure accuracy. Effectively communicate with other hotel departments (housekeeping, maintenance, etc.) to ensure seamless operations.
Accurately process payments and maintain the front desk cash drawer in accordance with hotel policies.

Provide information about hotel amenities, services, and local attractions to enhance guests' experiences. Adhere to safety and security protocols while handling guest and hotel information securely.
Prepare and issue invoices, complete financial reports as necessary, and manage discrepancies.




Customer Support Representative
December 2020 to March 2022
Ticket Network, South Windsor, CT

Provide timely support to customers via phone, email, or chat, addressing inquiries and resolving issues related to ticket sales.
Handle customer complaints effectively and work towards satisfactory resolutions.
Maintain a thorough understanding of Ticket Network's services and policies to assist customers accurately. Update and maintain customer records and interactions in the company's customer relationship management (CRM) system.
Work with other departments to resolve complex issues and improve customer satisfaction.



Customer Care Representative
June 2018 to November 2020
Bobs Discount Furniture, Manchester, CT

Answers incoming calls, while maintaining an acceptable response rate and offering quality service according to department standards
Effectively utilizes tools and support provided to determine the appropriate direction and steps required to gain customer satisfaction while balancing both the company's needs and those of the customer.
Develops basic knowledge of department and company practices and policies
Ensures customer satisfaction levels are in line with corporate philosophy and goals, ensuring that goals are attained
Effectively process account transactions, ensuring written work is within expectations.
Responsible for knowledge and expertise in utilizing technology and software used by the Company.
Performs other related duties and participates in special projects as required * Decision-Making Responsibilities:
* Under the direct supervision of the team supervisor

EDUCATION

Wiley High School, Waterbury, CT
2017    High School Diploma General Studies GPA: 3.9
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