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Cell (773) 398-3303

Karole413@yahoo.com

I’m greatnesses to you 
PROFILE
Customer Service/Hospitality professional, skilled in problem solving and responsive to needs of clients, coworkers and management.  Poised, resourceful and adaptable to any environment.  Assertive in generating sales and clientele.  Skill it was ed in database management, correbspondence, appointment scheduling, office machines, customer relations, and problem solving.  Organizational ability to handle multiple priorities and meet deadline schedules.  Attentisve to details, with sharp awareness of omissions/ item 
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S naccuracies, and prompt to take corrective action.  A self starter and quick study, as well as eager to assume increasing levels of responsibility.  






EMPLOYMENT HISTORY

Culinary Instructor
January 2013-Present
Common Threads
Chicago, IL


· Provide lessons in cooking to grades 3-8 elementary Chicago Public Schools students.

· Provide students with nutritional and historical information about food.

· Create weekly lesson plans.

· Establish and maintain order amongst students.

LIHEAP Intake Technician
August 2011-Present
CEDA

Harvey, IL
· Conduct intake interviews for various clients throughout Illinois’ Cook County. 

· Assist clients with completion of application for energy services.

· Retrieve resources for financial assistance for utilities through qualification determination for clients.

· Receive inbound and placed outbound calls.

· Handle multiple phone lines and stabilized high call volumes.

· Insert data into company database.

· Respond to applicant inquires.

· Resolve applicant complaints.

· Offered educational resources and services through community outreach and facilitation.

Personal Assistant
February 2008- June 2010

Department of Human Services
Chicago, IL

· Conducted one on one interaction with individuals with various disabilities.

· Assisted clients with daily hygiene maintenance, housekeeping, and food preparation and administering medication. 

· Facilitated various activities in different settings, such as home or in social environment.

· Taught appropriate social skills.

· Encouraged desired behavior and discouraged inappropriate behavior by using repetition and positive reinforcement.

· Collected and analyzed data on client’s progress.

· Maintained all required records.

Data Entry Operator
October 1998-January 2008
Chicago Board of Trade & Mercantile Exchange
Chicago, IL


· Assisted day traders with daily entry of all orders traded for each business day.

· Keypunched daily trade cards with speed, accuracy and efficiency.

· Maintained customer accounts and updated growth reports.

· Imputed data for both New York and London Markets into Microsoft Word spreadsheet.

Customer Service Representative
June 1996-October 1998
Midwest Terminal Service
Chicago, IL


· Managed operations of an assiduous rail yard.

· Conducted inventory of product loads of all trucks reported to the rail yard.

· Assisted truck drivers by providing proper locations for load pick ups and drop offs.

· Maintained coordinated schedules of load pickups and drop offs.

EDUCATION
Le Cordon Bleu Culinary Arts Certificate
 December 2014
Le Cordon Bleu College of Culinary Arts
Chicago, IL
RELEVANT COURSES
· Meat and Seafood fabrication, Knife Handling Techniques, Food and Safety Sanitation, Classic French Food Preparation Technique, Baking and Pastry Foundations, Cuisines Across Cultures and Catering and Buffets.

SKILLS
· MS Office Suite, MS Outlook, MS Excel, MS Word, MS PowerPoint, and Internet Explorer.

· Project management, leadership, research and data entry experience (type 50 wpm).
· ServSafe Certificate of Completion.
