	                    Tina Willis


Bakersfield, CA | (562) 228-2000 | teedietz1992@gmail.com
Professional Summary
Customer-focused professional with over 2 years’ experience in customer service, retail, and administrative support. Skilled in managing high-volume inquiries, resolving issues with empathy, and maintaining accurate documentation while building positive relationships. 
Experience
Package Handling | Hybrid Apparel Distribution | June 2019 – June 2019 
· Ensured accuracy of shipments by inspecting and verifying merchandise against invoices.
· Coordinated with team members to quickly address discrepancies, minimizing customer delays.
· Supported operational efficiency by organizing and preparing stock for retail placement.
Merchandise  Associate | Marshalls | December 2017 – April 2019 
· Assisted 50+ customers daily with inquiries, purchases, and product availability, ensuring a positive shopping experience.
· Handled customer service concerns and resolved issues in a professional and timely manner.
· Conducted inventory, processed stock, and maintained organized displays to support store operations.
· Recognized by management for teamwork and customer service excellence and being detail orientated 
Counter Attendant | Devereux | September 2010 – May 2011
· Served food and beverages to students and staff in a fast-paced lunchroom environment. 
· Set up dining areas and serving stations for meal periods.
· Replenished food supplies, restocked shelves and maintained inventory records.
· Performed cleaning and sanitation duties, including sweeping, mopping and dishwashing to maintain health and safety standards.
Legal Assistant | Law Offices of Sigrid Carlson | June 2008 – April 2009
· Served as a first point of contact for clients, managing inbound calls and providing professional support
· Drafted and prepared legal correspondence, demonstrating strong written communication skills.
· Maintained and organized case files, ensuring quick access to accurate information.
Skills & Abilities
	· Customer Service and Support
· Telephone Etiquette
· Upsells and Suggestive Selling
· Call handling 
· Time management and multitasking 
	· Data Entry
· Order processing 
· Call tracking and documentation
· Team collaboration and communication 
	· Product Knowledge
· Inventory Control 
· Attention to detail 
· Detail-Oriented 
· Retail and Point of Sale Assistance 
	


Education
Diploma | Lakewood High school | Lakewood, CA

Page 2
