Chanel Alessi Ziemba
1433 25th Ave. E.
Bradenton, Fl 34208
(716) 785-1767
chanelziemba@gmail.com
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PROFILE
	
Experienced in customer service and office management with the ability to manage high volume situations.  Operations skillsets include Microsoft Office Suite, booking appointments, billing, filing, phone, scheduling and planning.  Professionalism, respect and warmth is prioritized to each interaction. Opportunities to work within the medical field, or other public facing professions, are strongly desired. 

EMPLOYMENT

	2016-Present    Floor Sales Manager, Lush Cosmetics, Sarasota, FL

- Data Entry utilizing Microsoft Office Suite and other business-specific software
- Customer Service and hands-on customer interaction
- Purchase orders, cash handling 
- Staff Management and Online Professional Development   

	2014-2016    	Shift Manager, Starbucks Coffee Co., Bradenton, FL
		      
		        	 - Customer Service
		        	 - Cash Handling
		        	 - Product Orders and Inventory Management  
		        	 - Staff Management 
 
2013-2014    	Office Assistant, A. Sam and Sons Produce Company, Dunkirk, NY
                       
		        	 - Data Entry utilizing Microsoft Excel
		       	 - Filing confidential and personal information
		         	- Handling calls/facsimile and booking product orders 
 		         	- Billing via email and phone correspondence 
	
2010-Present	Jewelry Designer and Owner, Great Green Owl Arts, Bradenton, FL

 - Marketing
- Social Media
- Photography
- Order Processing
	
EDUCATION

2003-2005	Broward College, Davie, FL

1999-2002		Charles W. Flanagan High School, Pembroke Pines, FL

PRIMARY SKILLS

Personnel and Office Management				Social Media			
Microsoft Office (Excel, Word, PowerPoint)			Marketing			
Customer Service						Photography
Clerical and Financial Handling					
