Lindsey Carter
1600 Charles Drive

Jonesboro, AR 72401

(870) 882-3233

lindseykcarter@gmail.com
Objective
A full time position that utilizes my customer service experience and administrative training.

Qualification Highlights
· Proficient in Microsoft Office Suite 

· Attentive listener and attention to detail

· Excellent prior performance reviews, including recognition as top performing employee

· Arkansas State University graduate and current MPA student

· Skilled in working within a team environment as well as individually

· Developed customer sales leads
· Provided account management and customer resolution

· Composed marketing plans and campaigns for targeted audiences

· Trained in policy analysis and implementation

· Adept in developing talent through training and one-on-one consultation

· Experienced in data entry and clerical duties

· Skilled in public speaking and composition of presentation/research

· Introduced and implemented team building exercises

· Diverse educational background in human resource management and administration

Education
Master of Public Administration

Arkansas State University

01/2014-Present

Bachelor of Arts in Political Science

Arkansas State University

08/2011-12/2013

Associate of Arts



Arkansas Northeastern College
08/2009-05/2011
Employment Summary

10/2014-06/2015
Teletech

Customer Service Representative
Jonesboro, AR

Provided customer service & account management for with in-bound calls & online chats; Trained new hires during transition phases.

11/2008-06/2009
Startek


Customer Service Representative
Jonesboro, AR

Customer Service expert for major telecommunications firm with daily computer usage and sales coordination

06/2007-10/2008
Marie's Pizza 

Assistant Manager


Manila, AR

Managed daily operations for both front and back of restaurant, including money management, employee scheduling, and position delegation
