HIGHLIGHTS

CUSTOMER / CLIENT SERVICE
TEAMWORK

	· Easily inspire trust, warmth and rapport.

· Take pride in providing excellent customer service.

· Expertise in anticipating and responding to customer needs.

· Able to help customers in a professional, concerned manner.

· Patient, confident, and committed in working with customers (clients).

· Diplomatic and effective with customer relations.

· Adept at tuning in to clients’ (customers) priorities, accurately assessing needs.

· Accurately interpret customers’ problems and offer the best resolution.

· Readily inspire the confidence and trust of clients.

· Enjoy consulting with (clients or customers), and helping them get what they want. 

· Committed to excellent service and customer satisfaction.

· Professional attitude toward customer satisfaction, resulting in an excellent reputation with customers.

· Can be trusted to handle complaints diplomatically and efficiently.

· Extremely sociable, able to put customers at ease.

· Establish excellent relations with customers.


	· Noted for being highly responsive to the needs of both employees and management.

· Effective team builder who works well with all levels of staff and management 

· Team player with good communication and interpersonal skills.

· Considerate and respectful of the work place and my co-workers.

· Strong commitment to cooperative teamwork.

· Work well independently or in a team environment.

· Successful in negotiating and winning cooperation and support.

· Work supportively with colleagues and administration.

· Inspire and support others to work at their highest level.

· Talent for getting diverse groups to work well together.

· Cooperative and supportive colleague.

· Highly valued and effective clerk as well as co-worker.

· Enjoy contributing to a team effort.

· Easy to work with; a cooperative and supportive colleague.

· Enthusiastic team member whose participation brings out the best in others.

· Work effectively with a wide variety of people


PROFESSIONALISM
GOALS / DEADLINES

	· Thorough, conscientious, and motivated to provide highest quality of professional services and personal care to resident patients.

· Dedicated, hard-working, and responsible professional.

· Positive, professional attitude committed to excellence.

· Dedicated professional attitude, committed to getting the job done.

· Impeccable reputation within the community for credibility, professionalism, and dependability.

· Able to convey a warm yet professional image.

· Well-groomed and professional in manner.

· Professional in appearance and presentation.

· Enthusiastic, personable; professional in appearance services.

· Skilled in handling the public with professionalism and sensitivity.

· Readily project a professional, fashionable image.

· Poised and professional with both top management and support staff.

· Enthusiastic, committed to professional growth.
	· Ability to multitask and juggle priorities.

· Works efficiently in a fast-paced, high volume, demanding work environment.

· Strong ethic and reputation for speed and high level of accuracy.

·  Effective and efficient when performing several tasks at once.

· Dedicated to professionalism, highly motivated toward goal achievement.

· Confident and decisive under stressful conditions.

· Ability to prioritize, delegate and motivate.

· Highly reliable self-starter can be counted on to complete assignments without supervision.

· Exceptionally responsible, diligent and thorough.

· Take pride in doing a good job and achieving results.

· Able to focus on specific tasks, keeping overall project goals in mind.

· Goal oriented, creative and resourceful.

· Highly motivated and dependable in achieving set goals

· Hard working and able to meet deadlines.

· Highly reliable; proven ability to set and meet goals

· Able to meet demanding time goals.


BUSINESS / TRADES
ATTRIBUTES 

	· Experienced in ordering and receiving materials.

· Specialized experience in cooking steaks and a variety of seafood.

· Skilled in all kitchen equipment and cooking techniques.

· Experience in purchasing and inventory control.

· Skill in maintaining optimum stock levels within budget allowances.

· Familiar with operating a cash register.

· Knowledge of computer applications in the _____field.

· Familiar with computer database and work processing.

· General working knowledge of business machines.

· Good with figures; experience in bookkeeping and general office support.

· Maintain effectiveness in sales through enthusiasm for the product.

· Competent in operating computers.

· Familiar with repair and construction terminology.

· Trained by one of the area’s most reputable construction firms.

· Outstanding ability to communicate with subcontractors.

· Extensive knowledge in all phases of new construction, remodelling and property maintenance.

· Experience in maintaining accurate records.

· Outstanding record of success in outside sales.

· Ability to balance the cash and handle (____________) in a responsible manner.

· Hands-on knowledge of sewing and pattern development.

· Experience with all aspects of garment production.

· Good judgement in balancing customer service with profitability.

· Thoroughly familiar with all general accounting procedures.

· Skilled at preparing bills and related documents.

· Strong product knowledge from 5 years’ experience in the field.


	· Efficient, motivated individual with reputation for thoroughness and accuracy.

· Quick and enthusiastic learner.

· Mature, respectful and energetic employee.

· Easy going individual who is self-sufficient.

· Reliable employee who obtains positive attitude.

· Natural flair for generating creative, innovative ideas.

· Excellent at follow-up and detail; extremely dependable.

· Quick thinking, intelligent, able to make on-the-spot independent decisions.

· Ready to make the transition from volunteer to full-time staff position.

· Responsive to needs of both employees and management.

· Demonstrate tact, empathy, sensitivity and discretion.

· Fast learner with a wide range of practical skills.

· Thrive on challenge and new opportunities for accomplishment.

· Willing to expand and learn new things.

· Conscientious and thorough with detail.

· Special talent for quickly and accurately locating needed information.

· Proven ability to grasp a situation, adapt, and learn quickly

· Proven ability to assume increasing responsibility.

· Practical talent for seeing what needs to be done, and doing it.

· Respond effectively and creatively to change.

· Flexible, reliable and adaptable.

· Punctual and consistent.

· Demonstrated record of exceptional reliability

· Highly motivated for career advancement.

· Sincerely enjoy helping people.

· Self-motivated, honest and reliable


ORGANIZATION
COMMUNICATION

	· Successfully organized and managed a summer day care program.

· Exceptional organizational and work management skills
· Skilled and confident in organizing start-up phase of new projects.

· Well organized and highly motivated.

· Strong organizational and time management skills.

· Well-organized and thorough in completing projects.

· Extremely organized; follow through to the last detail.

· Punctual and well organized.


	· Strong communications and interpersonal skills

· Outstanding telephone communications; patient, personable and receptive.

· Excellent skills in facilitation, communication, presentation
· Good presentation skills, both written and spoken.

· Demonstrated ability to communicate knowledgeable with customers (clients)




PROBLEM SOLVING / CONFLICT
COMMITMENT

	· Able to think independently and quickly resolve problems.

· Thoroughly explore all avenues and options in solving problems.

· Strength in problem solving and conflict resolution.

· Proven skill in persevering to solve customers’ problems.


	· Deeply committed to gaining experience and expertise in___________.

· Sincere commitment to professional growth in the field.

· Honest and reliable in keeping commitments


LEADERSHIP



                     OFFICE

	Demonstrated talent for directing and supervising staff achieving balance between task needs and employee needs.

· Skill in developing cooperative relationships with partners.

· Outstanding skills in analysis, strategy and planning.

· Experience in planning and supervising fund-raising events.

· Proven ability to create and manage a results-oriented team

· Successfully coordinated educational events.

· Infectious enthusiasm for promoting programs.

· Creative flair for generating and presenting programs ideas.

· Talent for creating a stimulating, challenging learning environment.

· Energetic and highly effective leader and team builder.

· Strong leadership qualities; able to take charge and get things done.

· Exceptionally patient and effective in training new staff.

· Monitored and trained trainers (or new staff)


	· Energetic, hard-working clerk who enjoys working in a busy, high volume-working environment.

· Accurate, efficient, detail-oriented clerk with record-keeping and administrative experience.

· Solid computer skills; fast, accurate typist; excellent telephone and interpersonal skills; skilled communicator.

· Special talent for assessing and improving office systems.

· Management and administrative experience.

· Special talent for office organization.

· Able to handle challenging tasks in a busy office.

· Work well in a busy office, handling a wide variety of tasks.
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