Gina L. Ramirez
10104 Holly Lane~ Des Plaines, Illinois 60016
Home # 847-813-9202 ~ Email ~ Gina_Ramirez2@msn.com

OBJECTIVE
My objective is to seek an customer service/customer care position with a growing, dynamic company. I would like to utilize my superior people skills and work as part of a team in a growing organization.

QUALIFICATIONS
I have perfected my performance in customer service satisfaction, data entry, and all general office duties. I am versatile enough to work with many different clients and co-workers and can deal professionally with any situation that may arise. I am just as comfortable working independently or as part of a team. I have a “do what it takes” attitude that shines through and pride myself on a job well done. I have extensive computer skills including: All windows operating systems (Windows 95 through Windows ME), Office 97 Professional Edition Suite, Word, Excel, and Power Point. I also have experience with Accpac, Lotus Notes, Networking, Job Management, AS400, Order Entry, Accounting software and Internet.

WORK HISTORY

Quality Assurance Coordinator 2003 ~ Present
KB Home, Buffalo Grove, Illinois
Writing, scheduling and distributing warranty service tickets to all subcontractors. Day to day follow up of all warranty service. Extensive communication and problem solving, database maintenance, creating reports off AS400, proof reading floor plans/specifications. Scheduling warranty inspections for customer service managers and service technicians. Handled a variety of home inspections and assisted with Homeowner Orientations.  Accounts Receivables and variety of multiple office tasks.  Implemented several programs to improve customer satisfaction.

Quality Assurance Coordinator 2001 ~ 2003
Zale Homes, Buffalo Grove, Illinois
Duties are same as above. Zale was purchased by KB Home in September 2003.

Inside Sales/Customer Service Representative 1998 ~ 2001
SCE Unlimited, Elk Grove, Illinois
Hired for general order entries, a quick promotion gave me vast responsibilities including: heavy scheduling of client activities, overseeing jobs from start to completion, meeting stringent deadlines, reading blueprints, deciphering bids, special quotes, and estimates to meet company quotas, and fulfilling customer needs and exceeding their expectations whenever possible.

EDUCATION

RCEC Courses taken 2001
Harper College, Palatine Illinois 1995 ~ 1997
Associates Degree in Business, 1997
Wheeling High School, Wheeling, Illinois Graduation, 1995

REFRENCES: Available upon request


