							Michelle Parker
Location: Tampa, FL
Telephone: 813.507.0320
Email: mprn2020@gmail.com



Professional Profile
An efficient and component administrative professional adept at integrating past experiences into new opportunities.  Excels at effective communication with customer contacts and is very comfortable acting as a liaison between internal department hubs.  Skilled at providing customer and inhouse reports related to service trends and financials.
 
Core Skills
· Time management				
· Communication
· Team leader needing little supervision
· Critical thinking geared toward problem resolution
· Data analysis, report generation and parsing

Education/Certification
· Advanced Cardiovascular Life Support Certification
· Pediatric Advanced Life Support Certification
· Basic Life Support Certification
· Concurrently pursuing Bachelor’s degree in the Science of Nursing to be completed May 2021.
· [bookmark: _GoBack]Associates Degree in Nursing to be obtained May 2020
· 600 hours of clinical hours while earning Associates Degree in Nursing 
· Member of American Association of Critical-Care Nurse Association and National Student Nurses’ Association.
· Held the position of President of the Student Nurses’ Association in nursing school.

Career Summary
2015 to Present				Compucom/Office Depot
						Program Management Analyst

Responsible for analysis of open service tickets.  Generates monthly invoices for warehouse storage of customer assets.  Interacts with customers when account issues arise.

Key Responsibilities
· Daily detection of errors with open service cases, including escalation of issues and reporting delinquencies to upper management.
· Communication with customer agents regarding account issues, which may include collaboration with other departments to achieve problem resolution.
· Gathering and generating data needed for monthly invoicing of customer assets.




1999 to 2015					Getronics
						Project Manager/Team Lead

Manager of small team of customer service representatives.  Liaison between integration department and customer for a major account.  Generated inventory, telephone, and analysis trending reports.

Key Responsibilities
· Daily management of team workload, to include delegation of duties, training of new employees, handing disciplinary issues, and providing productivity updates to upper management.
· Lead contact for any service escalations.
· Produced weekly inventory reports of customer assets and assisted in purchasing decisions.
· Produced monthly analysis of inbound telephone call trends, service ticket trends, and error occurrences.
· Wrote and maintained ISO 9000 procedure documentation.
· Managed special projects related to customer demand.

1993 to 1999					Bannex/Wang Global
						Customer Service Rep/Team Lead

High volume customer service representative in call center.  Responsible for providing data and communications for several customer accounts.  Trained new employees, managed schedule, and maintain training manual.  

Key Responsibilities
· Received inbound calls from service technicians and performed data entry of information reported.
· Trained new employees and maintained training manual.
· Processed third-party invoices for cabling projects.
· Travelled to various customer sites for quarterly meeting to provide account updates.
· Worked on team responsible for orientation of new service technicians.


	
