
QUALIFICATIONS
 I am experienced in administrative duties and customer service. I have advanced knowledge in Microsoft Word, Excel, PowerPoint and Publisher.  I learn quickly, am detail orientated, and very reliable. I take my responsibilities seriously and am always looking to improve.

EDUCATION
1997-2001
High School Diploma
Central High School
3325 Cherry Street
Erie, PA 16508
(814) 874-6200

WORK EXPERIENCE
[bookmark: _GoBack]Customer Service,izzit.org / Free To Choose Network		2012 – Current  
Julie C. Pfaff
23 West 26 Street
Erie, PA  16508
(814) 323-8148
· 
Customer service, answering incoming calls, addressing emails, data entry, internet research, Shipping, creating and maintaining spreadsheets, and daily reports.


Operator/Receptionist, PCMSI					2011-2013            
Answering incoming calls, data entry, filing, scheduling appointments, taking on-line orders, customer service, and dispatch.
 
Secretary, Myers Family Chiropractic				2009 – 2011 (Part-Time)        
Answering phones, greeting patients, taking payments, filing & faxing, scheduling appointments, data entry, customer service, travel arrangements and bank deposits

Administrative Assistant, Kelly Services Inc. / Volt Services	2007 – 2009  
Highway Equipment Company / Erie Housing Authority
Temporary staffing - Processing invoices, filing & faxing, data entry, answering multi-phone line, customer service, accounts receivable, accounts payable, bank deposits, time card management, dispatch, daily reports, data entry and typing documents.
 
Administrative Assistant, Great Lakes Institute of Technology	2005 – 2007         
Compiling transcripts, processing transcript requests, coordinating graduation ceremony, assist Compliance Coordinator with placement duties, weekly reports, filing & faxing, data entry and covering receptionist duties.

