Liza A. Carmona
807 Royalbrook Court
San Jose, CA 95111
408 385-5966
archuletaliza@gmail.com 

Office and Customer Service professional with several years working in a fast pace environment, with a proven track record to organize projects and meet deadlines. Excellent interpersonal and customer service skills with ability to work with a diverse population. 
Office and Customer Service Skills
· Experienced with inbound and outbound calls; professional while interacting with customers; ability to multi-task in a fast pace office environment. 
· Chart files, records, tracks informational data and monitor office supplies inventory.
· Updates account activities on internal database tracking system.
· Strong decision making and problem-solving skills.
· Ability to communicate clearly and professionally with customers and coworkers.
· Strong written communication skills.
· Computer proficiency, including use of monitoring and surveillance technologies.
· High level of ownership, accountability and initiative.

EXPERIENCE

Maria’s CV Cleaning, San Jose, CA 							2011-2015
Supervisor
· Provided leadership and direction for all housekeeping and laundry activities for home residential contracts. Ensured the highest level of cleanliness our customers.  
· Inspected each room, living room areas, and the heart of the house for cleanliness. 
· Trained, motivated, coach, counsel, and took disciplinary action on cleaning crew. 
· Maintained a regularly scheduled cleaning program and prepared weekly schedules. 

Turbo Electronics, San Jose, CA								2009-2011
Office Manager
· Familiar with online products sold online, product knowledge, features and functionality.
· Notify customers of any change in order status or issues related to their order. 
· Resolved customer service issues from start to finish. 
· Responded to customer’s service request within one business day via phone or email. 

Babies R US, Folsom, CA								2005-2009
Loss Prevention 
· Responsible for protecting company assets through activities in safety, inventory recovery due to internal or external theft. 
· Essential duties included assisting with reduction of loss of inventory, time, and assets, as well as monitor surveillance equipment and apprehend shoplifting suspects.

EDUCATION 
California Food Handler Certificate 3/10/2018

Milpitas Adult Education, Milpitas, CA  	Business Courses: Payroll, Business Law, Business 
Management, MS Word, MS Excel and Financial Literacy 

Castillo High School, Modesto, CA						High School Diploma
