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Margarette JeanMichel
Somerset, NJ 08873 | 908-338-1303 | mjeanmichel@comcast.net

SUPPORT SPECIALIST | EVENT COORDINATOR | HOSPITALITY MANAGEMENT

Reliable and collaborative Administrative and Business support professional with over 10 years’
experience in building and maintaining strong relationships that lead to win-win results. Proven track
record of excellent customer service and exceptional interpersonal skills.

AREAS OF EXPERTISE

Coordination | Scheduling | Organization | Supervision of Small Staff | Event / Meeting Planning | Client
& Vendor Relations | Research | Investigation | Data Analysis | Collaborator | Marketing & Sales |
Interpersonal Skills | Contract Negotiation | Contract Management | Project Processing |
Implementation Functions | Monitor / Follow-up / Track | Document Management (Filing, Archiving,
Scanning, Copying, Faxing) | Requirement Collection / Gathering | Reports | Written & Verbal
Communications | OSHA Certified | Incident Management Certified | CPR

Tools: MS Office Suite 2016 (Outlook, Word, Excel, PowerPoint, Access, SharePoint), QuickBooks 2015

EDUCATION

Avtech Institute of Technology, South Plainfield, NJ - In Progress
Microsoft Office Specialist: Word, Excel, PowerPoint and Outlook
Computerized Financial Accounting: Basic Accounting (General Ledger, Accounts Payable, Accounts
Receivable, Financial Statements) and Quick Books

Somerset County Emergency Service Training Academy — 2018
OSHA, ICS, First Aid & CPR (CERT)

Roberts-Walsh Business School, Union, NJ
Associates Degree, AA, Business Management

EXPERIENCE

COMCAST CABLE., SOMERSET, NJ 2003 - 2017
Customer Service / Sales Center
e Began as Customer Service Rep that led to Front Desk Walking Center Specialist and lastly to
Sales and Marketing Associate where managed satellite office by providing direct interactive
customer service support.
e Created and designed new office floor layout in accordance to the new company policies and
guidelines thus ensured compliant.
e Created and implemented work flow and office procedures that led to increase productivity and
customer relations meeting monthly quotas by 80+%.
e Contracts for service and maintenance (disposables and office supplies).
e Showcased products and educated consumer of products/services benefits and attributes
leading to increase sales between 90-100% monthly.



Effectively work conjunctionally with other departments in research of accounting issues that
resulted in increase of sales and revenue.

Responsible for money exchange, logging information creating excel spread sheets for office
supplies, outgoing and incoming mail.

Deliver extensive troubleshooting & technical support.

AMERICAN AIRLINES, NEWARK INTERNATIONAL AIRPORT 1995 - 2012
Admirals Club / Special Services Representative

Promoted from Ticket Agent to Premium Services where provided superior customer service for
premium and high profile customers.

Managed all logistics, planning and coordination for major clienteles which included meet /
greet, escort to club and flight, contracts, scheduling events and conference room, and all other
amenities.

Oversaw and managed the ticketing, fares and flight information desk.

Developed and implemented procedures, polices, and standards for the department resulting in
smooth workflow and streamline procedures.

Consistently achieved sales goals for memberships / conference rooms by 100% monthly.
Created and maintained quarterly and monthly department schedules.

VOLUNTEER / ACTIVITIES

e Franklin Township Food Bank, Local PBA 154, Somerset, NJ — 2018 — Present
Volunteer and Fundraising Assistant

e CERT, Somerset County, NJ — 2018 — Present
Team member assisting the Emergency Management.

e First Aid Squad, Kendal Park, NJ — 2018 — Present
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