
Tanya Jackson

Profile:
Achievement driven customer service representative with 5 years of experience in successfully prioritizing and completing tasks to meet customers’ needs. 
Education: 
Bow Valley College

Justice Studies Diploma 

   



April 2018
High School Diploma:


          
 
Willowdene High School 

Spanish Town, St. Catherine
Jamaica, West Indies

Certificates earned:

· Computer Application 

· Customer Service training 
· Spend-map Training (purchasing data base)
· Supervisory Management 
· Certificate of Commendation (In recognition of outstanding service to the University)
Current Job: GoodWill Industries (Beacon Hill)           


April 2017 – Present 
Processing clerk
Back up cashier

Volunteer work: Calgary Seniors


Telephone Reassurance Volunteer Job at Calgary Seniors Resource Society

· 
Participate in the matching process to help CSRS determine which senior would be the best fit for you.

· Determine a mutually acceptable call schedule with the senior client.

· Call the senior at the arranged time at the agreed upon frequency.

· Be punctual and dependable in calling.

· Record and submit my hours to the Volunteer Team Leader at the end of each month.

Experience: Northern Caribbean University, Kingston, Jamaica 
Customer Service Rep/ Student Adviser
03/ 2007 – July 2016 
· Responsible for general administrative duties including telephone support and the management of internal & external mail.
· Handle all financial transactions at the service counter.
· Exceed the standards of customer service experience by maintaining a friendly and customer focused approach.
· Check incoming mails and outgoing mails.
· Copy documents for managers and file important files.
· Order office supplies.
· Recruit new students.
· Provide timely and appreciable customer service.
· Greet customers as they arrive and direct them to merchandise they need and provide information regarding the company.
· Direct clients to appropriate office staff.
· Book Appointments.
Strengths: 
· Highly energetic and dependable.
· Attention to detail.
· Excels in challenging and competitive environments.
· Solid work ethic; delivers high-quality service to clients.
· Time Management Skill (always on time). 
· Efficient; Reliable; Honest
· Ability to look at challenges as opportunities to advance. 
· Self-motivated.

· Good humored and enthusiastic under pressure.

· Highly trustworthy, discreet & ethical.
Skills:

· Proficient in WordPerfect, Microsoft Word, Excel and data entry.

· Excellent Customer service skills.

· Works well independently or as part of a team.

· Well-developed oral and written communication skills.

· Interpersonal Competence (Interacts positively with persons at all levels).

· Effective planning and organizational skills.
· Research Proposal Writer (an understanding of research methodology) 
· Time Management skills (able to manage time well)
· Problem solving skills.
· Ability to multi-task effectively.
· Adaptable and Flexible to new ideas.
References:
· Available at your request.
259 Hillcrest Circle SW


Airdrie, Alberta


T4B 0Y7


Phone: 403-585-3436�Email: tanyanjack@gmail.com 
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