[bookmark: _GoBack]Jessica Preston
2534 Countryside Pines Drive 
Clearwater, FL, 33761
jessica3000@live.com
727-280-7133


EDUCATION:
SPC- Clearwater, FL, Business Administration 
Allendale Academy – Clearwater, FL, High School –  Graduation Date- 05/2008

EXPERIENCES:
Humane Society Of Pinellas- Clearwater, FL, Job Title: Customer Service Specialist, 05/19 - 09/19,
Duties: Answering incoming calls and transferring calls to appropriate department, adoption counseling, processing adoptions, and other duties assigned... 
Toyota – Clearwater, FL, Job Title: BDC Representative, 09/16 – 03/17,  
Duties: Answering incoming calls by scheduling services appointments for the guests, filing, and, scanning documents.
Nielsen – Oldsmar, FL, Job Title: Seasonal Research Interviewer/Customer Service Representative, 09/13– 03 -14, 
Duties: Outbound calls to clients to participate a TV survey, entering data information of the client in the system who will participate the TV survey, and incoming calls by clients who has inquiries related to the TV survey.
T.J. Maxx– Clearwater, FL, Job Title: Sales Associate,  04/11- 03/12, 
Duties: Assisting customers at check out, placing merchandise on the sales floor, and recovery throughout the department.
Miracles By Marta – Palm Harbor, FL, Job Title: Receptionist, 08/11 -09/13,  
Duties: Greeting guests, answering and transferring calls to Depts. or personnel, scheduling appointments for clients by phone and email, answering emails from clients with inquiries, filing, etc…
SKILLS 
· Customer Services  
· Sales
· Microsoft Office: Word, Excel, PowerPoint, and Outlook
· Filing, Scanning, making copies, and, faxing
· Computer Skills: typing, Internet browsing, and emails
· Phone Skills: Answering and directing phone calls
