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Goal and Intent 

My goal as a writer is to close the gap between highly professional, highly 
personable, and easy to understand. I strive for the greatest customer service I can 
provide, at the same time becoming highly valuable to the company I work for. 

I have over 14 years of experience in customer service, and 12 years in 
administrative experience. I pride myself on excellent communication and going 
above and beyond what is required of me. 

I believe every customer should feel satisfied and impressed with the amount of 
attention and care I've given them. I strive for personal connection, long lasting 
relationships, repeat customers, and life-long recommendations. 

I believe in the value of hard work and good ethic. I believe every day and every moment and every word counts and 
shouldn't be taken for granted or used in vain. 

I am an excellent steward of my time, and tend to stay busy. While working a day job, I also own my own small business 
online, and teach in the evenings at a local dance studio. 

Education 

Western Carolina University - Bachelors of Arts in Professional Writing and Editing, August 2013 

Work History and Experience 

Office work – filing papers, data entry, making/taking phone calls, daily account reconciliation, filling out/returning legal 
forms, some payroll experience 

Writing – creating promotional materials and schedules for events and programs, writing project proposals, progress 
reports, professional memorandums, website content and maintenance 

Customer Service – demonstrating and selling the best product for the customer, answering questions, clear and personal 
communication, boosting team moral, leadership and delegation, team player, problem solving, helping “difficult” 
customers 

Skills 

My Work Skills Include… I Know… I Have Experience… 
Excellent leadership Microsoft Office Suite Making/taking phone calls 
Supervising projects Basic HTML Writing documents 
Delegating tasks Writing and Editing Communication with customers 
Self-starter, self-learner Publicity  material Researching for assignments 
Works well with others Newsletters and articles Planning and executing projects 
Independent  Basic website skills Cleaning 
Problem solving Data entry Merchandizing 
Motivated Type at 80+ WPM Stocking 
Highly dependable Good with computers Opening/closing 
Consistently on-time Can learn any software/program Answering emails professionally 
Fast learner  Some payroll experience 
Organized   
 


