            

  






        JESSICA HATTON
                                           
P.O. Box 193  (  Lansdowne, PA 19050  (  267-499-8710  (  jessicapeace627@gmail.com 

Objective
To obtain a responsible position that will utilize my diversified work experience in the clerical/customer service industry and enhance the productivity of your company.
Employment History
Secretary/ Receptionist

Community Outreach (Philadelphia, PA)


2012-Present
· Professionally processed a multi-phone line system and voicemail retrieval

· Accurately typed, faxed, copied and utilized; excel spreadsheets and data entry

· Maintained meeting schedule and professional/personal calendar of Director

· Required to open/close office and handled - Daily/Weekly/Monthly/Quarterly/Annual reporting

Customer Service Representative

A. Duie Pyle Trucking Company (West Chester, PA)

2011-2012
· Made outbound calls to schedule freight deliveries to various companies

· Received incoming calls and scheduled freight pickups
· Assisted customers with estimated time of delivery and/or pickup of freight

· Resolved customer  issues regarding missing, damaged and lost freight

Customer Care Associate

Project Management Institute (Newtown Square, PA)

2010-2011
· Handled customer issues via email system and inbound telephone calls

· Participated in outbound calling initiative to promote membership and to encourage exam scheduling 
Secretary/ Receptionist

Community Outreach (Philadelphia, PA)


2003-2010
· Professionally processed a multi-phone line system and voicemail retrieval
· Accurately typed, faxed, copied and utilized; excel spreadsheets and data entry
· Maintained meeting schedule and professional/personal calendar of Director

· Required to open/close office and handled - Daily/Weekly/Monthly/Quarterly/Annual reporting

Certified Nursing Assistant 

Sterling Nursing and Rehabilitation



2005-2007
· Assisted residents/patients with activities of daily living.
Inbound/Outbound Call Representative

Inter@media Marketing Solutions, Springfield, PA

2002-2004
· Professionally processed heavy volume inbound/outbound calls exceeding weekly goals 

· Placed outbound calls to current customers on behalf of multiple vendors and contracts
Education 

       8/2009 – Present
    Delaware County Community College (Media, PA) – Pending Bachelor Degree
       8/2001 - 12/2002    
     Delaware County Community College (Media, PA) – Associate Degree
       9/1999 – 6/2001
    West Chester East High School (West Chester, PA) – Academic Diploma
