Earlean Johnson, Cleveland, Ohio 
            

          216-370-1292/ enikkij@gmail.com
Organized, efficient, productive worker with experience and knowledge managing high volume tasks in busy call center and customer service environments. Demonstrated skill in handling records and data including time-sensitive data and reports.

CUSTOMER SERVICE SKILLS

· Effective in utilizing human relations skills and getting customer off to a good start. 

· Interacts with internal resources to identify the issue, respond to concerns and follow up with a satisfactory resolution in a timely and effective manner.
· Communicates effectively with all levels of management and staff.

· Customer Service Oriented- Internal and External Focused. 
AREAS OF EXPERTISE

	Customer Relations Management
	Microsoft Applications
- MS Word & Excel

	Employee Relations & Teambuilding
	Project Management and Implementation

	Human Relations and Rapport BuildingHuman Relations-Rapport Building
	Front Office Procedures


EDUCATION AND PROFESSIONAL DEVELOPMENT, Cleveland, Ohio
S.O.A.R. Soft Skills Training, Construction Employers Association, Urban League of Greater Cleveland

OSHA 10 Certified 

Career Development Certificate, Workforce Development Program

Council for Economic Opportunities in Greater Cleveland  

High School Graduate, Sullivan, Ohio
EXPERIENCE, Cleveland, Ohio
Stylist, Nikki’s Mobile Braiding Services





2002-present

Schedule appointments via software calendar, review calendar daily for cancellations. Maintain supplies by checking stock; and anticipating need for products.  Accepted payment for services and issued receipts.  Prepares hair for styling by analyzing hair condition; shampooing and treating hair.  Maintains quality service by following organization standards and legal regulations.
Receptionist/Childcare Activity Worker, Northeast Ohio Applied Health 
2015-2016
Handled all administrative tasks, typed and edit office correspondence, inventoried supplies and prepared purchase and work orders.
Interacts with parents and process applications and payments.

Maintain and monitor paperwork, emergency contact information.  Served as point of contact for parents and external customers. Provided care for children from newborn to age 13.
Legal Clerk, Tradesmen International 





2008 - 2012
Legal Clerk, reviewed all criminal background checks, handled appeals. Managed the day-to-day operations of busy front office with primary focus on customer relations, developing and maintaining positive relationships over time. Managed files, opening, closing, review, update, close cases. Filed and maintained filing system for expedient retrieval of files and records.  
Member Service Representative, Bally Total Fitness



2007 - 2008
Member Service Representatives take calls or greet members in-person to respond to their needs and concern. They deliver high-quality customer service, listening to members’ requests and working to find the appropriate solution.  Managed nursery and nursery staff.
Earlean Johnson, Cleveland, OH 
                                    216-370-1292/ enikkij@gmail.com
REFERENCES
Thaddus Jackson 
UAW Benefit Representative

216-581-7969 Home, 216-676-7828 Office

Brenda Eugene
AmeriCorps Service Member

216-816-5701
Jeanetta Price
Director of Workforce, Urban League of Greater Cleveland

216-662-0999
