Resume 987


OBJECTIVE: 
Highly motivated, dedicated, and results-oriented professional seeking to secure a position with your company utilizing my skills, training, and experience

SKILLS SUMMARY:
· Experience working in a government office environment processing summonses, handling payments, and maintaining accurate records in compliance with established procedures
· Strong data entry & documentation skills with attention to detail when handling confidential citizen & legal information
· Customer-focused professional with experience assisting customers in person, over the phone, and in high-volume service settings
· Skilled in cash handling, register management, payment processing, and balancing transactions accurately
· Ability to multitask effectively while maintaining organization and accuracy in fast-paced office and retail environments
· Excellent communication skills with the ability to explain procedures, resolve issues, and provide clear, professional assistance

EMPLOYMENT:
04/2023 – 05/2025	Office Assistant I
Department of state, Albany, NY			
· Processed summonses for citizens while ensuring accuracy, confidentiality, and compliance with departmental policies and procedures
· Performed high-volume data entry, updating records and maintaining organized files in state databases
· Processed payments and verified information to ensure proper documentation and timely posting
· Accepted and reviewed summons bundles submitted by service companies, ensuring completeness and accuracy before processing
· Provided professional customer service to the public, answering questions and directing individuals through required processes

09/2022 – 03/2023	Barista
Mazzone Hospitality, Rensselaer, NY			
· Prepared and served specialty coffee and beverages while maintaining high standards of quality and presentation
· Delivered friendly, efficient customer service in a fast-paced hospitality environment
· Handled cash and electronic transactions accurately while maintaining a clean and organized workspace
· Worked collaboratively with team members to ensure smooth daily operations and customer satisfaction

01/2020 – 05/2022	Customer Service Representative
Spectrum Mobile, Schenectady, NY			
· Provided customer care over the phone, assisting with billing inquiries, service repairs, account enhancements, and mobile device support
· Processed customer payments accurately while explaining charges and resolving account concerns
· Troubleshot service issues and coordinated solutions to improve customer satisfaction and retention
· Maintained detailed & accurate account notes while navigating multiple systems in a fast-paced call center environment
· Delivered professional, empathetic service while handling a high volume of inbound calls

08/2014 – 12/2019	Office Worker
Market 32 / Price Chopper, Niskayuna, NY			
· Provided front-end customer service including returns, lottery transactions, and general customer assistance
· Managed register operations, cash handling, check cashing, and payment processing with accuracy and accountability
· Performed data entry related to transactions, customer accounts, and daily balancing procedures
· Assisted with resolving customer concerns while maintaining professionalism and adherence to company policies
· Supported daily store operations by multitasking between customer service and administrative duties

EDUCATION:

High School Regents Diploma
Schenectady High School, Schenectady, NY
