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Qualifications Summary

Highly personable Customer Service Professional with over eight years of experience in account management, claims and sales processing, and call-center operations within the travel, insurance, and entertainment industries.

· Talent for identifying customer needs and presenting appropriate company product and service offerings. 

· Demonstrated ability to gain customer trust and provide exceptional follow-up, leading to increased repeat and referral business. 

· Track record of assisting in the design and implementation of reporting procedures that reduce labor costs and improve customer-satisfaction ratings.

· Expertise in resolving escalated customer service issues.

· Proficient with Microsoft Office System (including Microsoft Word, Microsoft Excel, Microsoft PowerPoint®, Microsoft Access, and Microsoft Outlook®). 


Professional Experience

BLUE YONDER AIRLINES – Addison, Illinois









2000 to Present

Customer Care Lead (2001 to Present) 

· Contributed to increasing Miles membership by 10% by assisting in execution of  sales plans.

· Instrumental in improving customer-satisfaction ratings through suggestion, development, and implementation of new reporting procedures.

· Increased employee knowledge by assisting with development and implementation of product-awareness program.

· Enhanced employee performance and attendance through daily mentoring, one-on-one discussions and motivational strategies.

· Received outstanding positive comments from team members on employee reviews, as well as exceptional feedback from senior management.

Customer Service Representative (2000 to 2001)
· Selected to coach and mentor new customer service representatives for new call center. 

· Achieved perfect score on all phone monitors throughout tenure. 

· Received Customer Service Award for outstanding track record of positive customer feedback. 

HUMONGOUS INSURANCE – Addison, Illinois 

  





 
      1998 to 2000

Customer Advocate
· Participated in implementing new paperless process, resulting in streamlined operations.

· Dramatically enhanced customer-satisfaction ratings by expediting all claims and ensuring a high degree of accuracy.

graphic design institute – Addison, Illinois    


 




        
1995 to 1998

Customer Service Representative
· Played key role in reducing labor costs by recommending staff scheduling changes.

· Received numerous accolades from senior management for consistently providing excellent service and tactfully resolving sensitive issues.

Education and Training

Associate of Arts in General Studies   (   National Community College – Addison, Illinois

Sharon Salavaria
123 Main Street    (    Addison, Illinois 98109    (    someone@example.com   (    425.555.0139 


July 21, 2008

Mr. Tom Seittel
Weaseltec, Inc.
25 Sacramento Street
Troy, OH 94102

Dear Mr. Seittel, 

My outgoing personality, leadership and organizational skills make me a strong candidate for the position, Customer Service Supervisor, posted July 20 on the Dayton Daily News.com job website.

As a Customer Service Professional, I have acquired a vast amount of knowledge and experience dealing with the wide array of issues and solutions to those issues. As a Customer Service Rep, I learned methods in solving customer issues. As a Customer Service Lead, I was able to perform as a Rep but also to train and mentor rookie Reps. Now I feel that my past experience and insight should allow me to use my skills and knowledge in a Supervisory capacity in this industry 

I have attached my resume for your review. I am currently seeking new challenge and would like very much to talk with you concerning a position at Weaseled Inc. I will follow up this letter with a phone call to see if I can arrange a time to meet with you. 

Thank you for your time and consideration. 

Sincerely, 

Sharon Salavaria
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