Nicole M. Scott
2860 County Road 304
Jonesboro AR 72401
870-503-5140
nmscott11@hotmail.com


Experience:

March 2011         Farm Bureau 




      Newport, AR

       to                Membership Service Representative (MSR)


Present 

                           I currently work at Farm Bureau as a MSR. My duties include answering the phones and assisting the caller, whether it be making changes to their polices, explaining their bills, taking payments, taking messages for the agents or transferring the calls to whom they need to speak with. I also help walk ins with their polices and take payments. I help the agents by mailing out late notices to their customers, making new files according to the insurance that was wrote and file them in the file room. I keep up with the check receipts and receipts. I keep a list of the checks where they were wrote and the amount. I also log the mail that is sent to Little Rock , AR Blue Cross Blue Shield, Life Insurance, Flood etc.  


March 2013
Greenway 




      Newport, AR 
       to

Administrative Assistant 
Present 


I also am currently working at Greenway Equipment. I file purchase invoices, part invoices, and work orders. I was hired on as temporary help to help them through the busy season. 

November 2010 Wal-Mart 




   Jonesboro, AR 

       to                Cashier 


April 2011 

                          I worked as a cashier. I waited on customers, bagged their merchandise and accepted their form of payment, answer any questions they had about products, told them where to find certain items, and occasionally cashed payroll checks. I also worked a little in customer service, where I would assist customers with their returns and exchanges, and money grams. 

June 2010         The Heritage Company  




   Jonesboro, AR 

       to                Telemarketer  


November 2010 

                           I would call people with information on certain charities the company collects for. I would call people that had given to the charity before and persuade them to donate again. I would also call people that had never given, tell them about the particular charity I was calling for, and persuade them to pledge to the charity. Once the caller would donate, I would enter their information into my computer, inform them when to expect the donation card, save the information and send it through. 

March 2010       Joe Mack Campbell Park 




    Jonesboro, AR 

       to                Concession Stand Worker 


June 2010

                           I would wait on customers by filling food and drink orders, taking thier form of payment. I would also stock merchandise, cook when needed, and clean up after we closed for the night. 

September 2009 StarTek  




    Jonesboro, AR 

       to                Customer Service Representative (CSR)

November 2009 

                           I was a CSR and it was my job to take incoming calls from customers that had issues or questions about their cell phones or bills. The calls would range from customers needing troubleshooting with a particular device, questions about specific charges on their bills, bill payment, ordering new devices, adding or removing features on their accounts, or needing help with their accounts online.  

April 2008           Pulaski Bank   



                  Walnut Ridge, AR 

       to                  Teller   


February  2009 

                           My job title at the bank was a teller. I worked with the customers mainly at the counter, and would help with the drive-thru from time to time. As a teller I would make cash and check deposits for the customers, make withdrawals from their accounts, order new checks, and debit cards as needed. If the customer had a problem with their account I would look through the account history with them to try to find the exact problem. Also, as a teller I would sometimes have to make cash advances on credit cards, make cashiers checks, and money orders as well. 

June 2006           Kroger  




      Newport, AR 

       to                Cashier/ Customer Service Manager (CSM)  


September 2009 

                           My duties at Kroger were acting as cashier for the front, as well as completing many tasks in the office itself. My office duties consisted of making cash and check deposits, making sure money in the cash registers was accurate, and to enter the data into the computer systems. At times I would perform management duties by making sure enough employees were available to work each shift. I would also fulfill a secretarial role by answering the phones and transferring them to the appropriate department.  

Education:

May 2006     Swifton High School 

                     Diploma  

                     After high school I took some college courses at ASU in Newport and in Jonesboro. 

Summary:

                    I believe myself to be a wonderful people person. I am understanding and polite. I am able to learn new techniques and skills easily and quickly. After working in two call centers, and with my job at Farm Bureau, I am very capable and comfortable performing services to customers over the phone. I am able to navigate a computer very well and can perform basic computer maintenance, such as trouble shooting common problems, and general problem solving. I have had no problems in the past with learning new computer systems or procedures.  


References:









Reference Type

Maxine Tarno 870-523-2781 Administrative Assistant at Greenway 

Personal/Professional

Sarah Bennett 870-217-3300
Friend






Personal 

Bryan Smith 501-940-4481 or 870-523-8946 Agency Manager at Farm Bureau
Professional

Leigh Foster 870-523-6741
Co-worker at Kroger




Personal/Professional

Tracy Emery 870-523-6741
Co-worker at Kroger




Personal/Professional 

