Nicole Valles

nvalles16@gmail.com
(512) 228-9554

  

SUMMARY OF QUALIFICATIONS 

Cashier

Sales 

Fast Food

Waitress

Customer Service

District Specialist

Barista

Production Operator
  

RELEVANT SKILLS 

· Detail-oriented:  Ability to pay close attention to details by identifying the most important details and other details no matter how minuscule something is in a passage 

· Maintained a tickler system: I had to call customers’ back by specific deadlines

· Incoming calls: Handled a high number of telephone calls from the general public regarding their automobiles; Conducted telephone interviews

· Meeting deadlines: Ability to meet strict deadlines by prioritizing work flow effectively within the office’s externally-imposed time limits

· Organization:  Good organizational skills

· Adaptability: Able to work independently and multi-tasks by being flexible and adapting to program changes and fluctuating workloads

· Quick learner: Ability to absorb and apply new concepts rapidly

· Initiative: Performed assignments requiring independent initiative

· Independent: Worked independently with minimum guidance

· Communication skills:  Excellent interpersonal, written and oral communication skills 

· Multi-task: Able to perform multiple tasks at once

· Research: Performed research on various automobile issues to inform the customers on how to address or correct their problems with their vehicles such as: how to connect their Bluetooth, how to reset their computer settings, and/or inform them of any recalls
· Files: Organized and maintained case files
· Dealerships: Worked with dealerships to help resolve customers’ issues 

· Confidentiality:  High standards of ethics and confidentiality to handle sensitive information
· Team Player:  Ability to work with other employees, supervisors, and the general public

· Additional Abilities and Attributes:  Ability to exercise good judgment, show initiative, resourceful, creative, problem-solve, self-motivation, and be proactive

· Computer Skills:  Possess strong computer skills that includes MS Word 2003, MS Word 2007, MS Word 2010, Windows 7, Windows 10, Outlook, Social Networking, Type 75 words a minute
· Office Skills:  Ability to operate standard office equipment

CHRONOLOGICAL WORK HISTORY 

June 2007-August 2007                                                  

 McDonalds, Cashier, Austin, TX 

December 2007-November 2008                                 

Academy, Cashier, Austin, TX 

October 2011-January 2012         



 Logan’s Roadhouse, Server, San Angelo & Austin, TX

October 2012-June 2013




 Aditya Birla Minacs (General Motors), Customer Service Representative-District Specialist, Austin, TX

October 2015- December 2015



Teapioca Lounge, Barista, Austin, TX

December 2015 – August 2016


                    FedEx, Production Operator, Austin, TX
  

EDUCATION 

High School: June 2010                                     


Crockett High School, Austin, TX

College: August 2010-2012                         


Angelo State University, San Angelo, TX
College: 2013-2014




Austin Community College, Austin, TX
