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Over 10 years’ experience as a Customer Service and Sales Representative. Experienced working in the government sector, HVAC, sheet metal and transportation industry. Demonstrated administrative and clerical support; processed high volume and confidential information. Passionate and dedicated hard worker who is reliable and punctual. Solid problem solving, decision making and job task planning skills. Excellent customer service skills; able to build rapport and provide quality service. Strong interpersonal skills; able to communicate, listen and speak clearly and professional team player; able to lead, work well with others as well as independently. Proficient in MS Office programs including Word, Excel, and Access. Bilingual; fluent in the German language 

Work Experience:
[bookmark: _GoBack]Transportation services: June 2016 to present, Uber Technologies Inc. & SkipTheDishes 
· Respond to courier app call requests, for Uber Rider, UberEATS or SkipTheDishes service: pick up food or customers, transport to destination. Ensure experience is punctual, comfortable, safe, efficient and friendly.

· On a typical journey, I witness their, sadness, drama, share personal information, get involved in problem solving discussions. There are many opportunities for me to listen, advise, empathize, influence. Nevertheless, some passengers have been rude and were asked to get out of the car.

· Received many customer compliments (badges, notes and high ratings) for over 5700 life time trips, to date. That’s for approximately one and half years of full time employment.  Note: My Uber phone App is a reference; this is available to whomever wishes to view rider’s comments directed to me. 

Licensed Sheet Metal Worker 308A, Journeyman: August 2001 to July 2015, Sheet Metal International Union (Local 285, Toronto) and Non Union Companies 
· I performed duties in all three sectors: residential / commercial / industrial. For example, installing equipment, fabricating metal components working in the field or shop layout. I’m quality oriented and inspire others to follow suit. Plus, independent thinking, self confidence are important traits to be successful. I have stood alone defending the principles of sheet metal. 

· Completed one year (Arctic) contract in Iqaluit, Nunavut, Canada. Great opportunity to live amongst the Inuit people and learn about their lifestyle. I was able to share my knowledge, trade skills including mentoring while working with them on the job. 


Customer Service Agent: May 2002 to November 2004, Traveler’s Aid and *Lufthansa German Airlines * (Globe Ground Agency assignment) 
· Checked in passengers for departure on international flights as well as created missing or damage reports at baggage arrival area.

· Assisted travelers with hotel accommodations, provided directions in and around the airport, answered inquiries regarding flight arrivals and departures. 

· Displayed composure, stayed calm operating in stressful situations when dealing with people who were anxious, stubborn, upset, mean, under various circumstances like demanding quick service, being impatient, acting rude. 

HVAC Sales and Office Support: 1997 to 2000, K&B Combustion 
· Estimated cost of project by doing price take off from site plans. Sourced out information and recommended proper equipment specific to customers’ needs. Produced and submitted quotes. Coordinated installations done by subcontractors. 

· As a salesperson, I proved my non aggressive, friendly, honest, patient personal approach convinced people to buy from me. Provided all the information necessary to make an informed decision. 

· Possessing knowledge with practical trade experience including licensed journeyman also build trust. Customer satisfaction, protecting companies reputation were both my responsibility. Project management was critical from start to end of the job. 

Purchasing and Administrative Assistant: 1994 to 1997, Ministry of Citizenship, Culture Recreation, Ministry of Attorney General, and Ministry of Health
 (GO Temp 2 years contract assignments) 
· Assisted Project Administrator with general corporate functions including typing, minutes, mailings, filings, copying and scheduling. Utilized MS Access and completed data entry of confidential payment information and related statistics.
· Entered purchase requisitions and purchase order data onto Lotus 123 spreadsheet as well as a financial management system. Maintained purchasing files, prepared requisition orders to replenish materials, and expedited equipment and maintenance requests, Prepared, released and opened tenders. Directed clients and service providers appropriately. 

· Handled sensitive and confidential information such as Grandview / Saint John child abuse settlement cases. Ensure the file room where confidential information was stored was locked at all times and only accessed by authorized personnel.

· Received complimentary remarks in my employee appraisal report from manager. Quote: “Very strong work ethics”, “Well organized “.  I gave a lot of attention to detail, avoided gossip, developed a professional conduct. I was passionate about working for the provincial government.

Education:
Business Studies Certificate Courses: Seneca College, Toronto, ON
Relevant courses include: Business Administration, Computer Data Processing, Accounting, English and Communications 
Sheet Metal Worker Apprenticeship Program: Conestoga College, Guelph, ON
Courses include: Communications, Theory, Trade Calculations 
O.S.S.D, Grade 12: Alexandra Campus, Waterloo, ON 

