Kate Elizabeth Ricci
9 Magnolia Avenue, Middletown CT 06457
860.716.7539
k.ricci83@gmail.com


Qualifications Summary
Experienced in working in environments that demand strong organizational and interpersonal skills. Trustworthy, dedicated and efficient; viewed as an exceptional team player with admirable work ethic.

Employment History
	TechniArt Inc., Collinsville, CT				                 September 2020 – February 2023
[bookmark: _GoBack]            Customer Service Team Lead; Assisted an average of 100+ customers a day with order processing, product inquiries for a multitude of energy-efficient items and handling escalated service issues. Other duties included managing service request reshipments, training new employees on data entry practices, troubleshooting and supporting the team as a whole. I also worked within the warehouse when first hired for picking and packing orders before moving to customer service.
	TechniArt, Inc.
ProStar Manufacturing, Farmington, CT		      			       July 2018 – August 2019
Production Associate/Quality Control Technician; Initially worked within production lines doing various tasks and keeping the line full of product to maintain continuous workflow, as well as operating machinery ensuring all units passing through are within the allotted weight range. Promoted to Quality Control, which included overseeing production quality, safety protocols for workers and ensuring all standard operating procedures are enforced. 

[bookmark: _Hlk531701854]Stone Academy, East Hartford, CT						      June 2011 – March 2016
Administrative Assistant; Duties included processing enrollment paperwork for the Admissions department, managing and distributing electronic leads for Admissions representatives, ordering and maintaining office supplies, and proctoring tests for prospective students. Additional duties include secretarial work for school director, answering and directing incoming phone calls, greeting visitors and troubleshooting office equipment.

Academic Background
· Manchester Community College, Manchester, CT
Veterinary Assistant, 2014 – 2015

· East Hartford High School, East Hartford, CT
High School Diploma, 1997 – 2001

Volunteer work
· Protectors of Animals, East Hartford, CT
Medical Team and Socialization Team, April 2010 - June 2011

· Our Companions Animal Rescue, Ashford, CT
Feline Socialization Team, March 2016 – March 2017


