Katherine McDaniel

666 St. Delight’s Rd                                                                                             843-546-0303
Georgetown, SC 29440                                                                           ceddrwyn@gmail.com

∙ CNA ∙ Child Care ∙ Secretarial

HIGHLIGHTS OF QUALIFICATIONS

· Over two years of office experience

· Excellent telephone communication skills

· Friendly, hardworking, and quick to learn

· Professional appearance and manners

· Over nine years customer service and sales experience

SKILLS AND EXPERIENCE

· Typed letters, envelopes, filed mail for educational center

· Utilized various office equipment:  Copier, Fax, PC or Mac

· Operate various software programs:  Adobe, WordPerfect, Lotus 123, DBase, Microsoft Office, PowerPoint

· Filed letters, reports, and invoices

· Assisted the instructor with the other students

· Handled customer’s questions, comments, and complaints

· Processed applications as a first step in the customer’s order

· Answered and directed telephone calls to staff via a multi-line phone

· Recorded and relayed accurate messages

· Employed excellent listening skills in determining the needs of the customer

· Accurately and efficiently assisted customers to ensure their repeat business

EDUCATION

Carl D. Perkins Job Corps Center - 1996
· Clerical Occupations Certificate
Ogeechee Technical College - 2005
∙Certificate in Service Industry Technician, and Employment Skills and Experience Training 

∙Certified Nursing Assistant                                                                ∙Child Care Certification         

WORK HISTORY

· CNA –                                                                                  Statesboro Nursing Home  

· Customer Service Professional –                                                                           Sitel                                                  

· Customer Service –                                                 Savannah Restaurant Corporation                        

· Customer Service –                                                                                   KohnCo, Inc                                                         

· Receptionist/Secretary/Word Processing –                          Carl D. Perkins Job Corps  
Volunteer
· Webmaster –                                                          Sylvania Manufactured Homes, Inc                                 
· Customer Service –                                                                                            Acts III                                            

