JENETTE DAZLEY

1014 W. Madison St., Unit #2		Phoenix, AZ  85007			Cell #:  602-397-5963

Email:  jenette.dazley@yahoo.com – or – www.linkedin.com/in/jenette-dazley-91611a52
Professional with Proven Experience in Office & Administrative Support for Government, Retail and Call Center Industries
Office Experience:
State of Arizona- Department of Environmental Equality: Hazardous Waste Division 	2017 – 2018
Data Entry: Adecco - Phoenix, Arizona								
· Date Stamp Incoming Mail, Sort, and Update using the AZURITE database for Hazardous Waste Manifests
· Setup Individual Folders and File Manifest Entered Into System
· Create and Update Account Files in Excel

Senior Assistant Caseworker: State of Utah							1993 – 2005 
Division of Child and Family Services - American Fork, Utah
· Prepare Medicaid Documents per State and Federal Regulations
· Knowledge of GRAMA Requests Procedures. Bonded Notary Public
· Employee of the Month March 1999; (1st Person to be Nominated Three Months in a Row

Assistant Caseworker: State of Utah Division of Child and Family Services - Provo, Utah
· Recognized support employee to fund $20,000 thus named Resource Management Trainer
· Through innovation and research successfully gained 5 additional fleet vehicles for the Region
· Being able to relate to clients assisted with Housing Authority applications
· Efficiently entered 150 foster parent payments weekly. Invoiced in a highly stressful environment. Approved peer parenting coding.   

Transportation Technician: State of Utah Division of Child and Family Services - Provo, Utah
· Supervise visits between Foster Care Children and their Biological Parents; then Testify in Court as a Witness
· Record Minutes During Meetings, Gather and Maintain Case Documentation File, Copy and Prepare Files for Foster Care Citizen Review Board and Requested Student School Records

Office Technician II: State of Utah Department of Human Services Division of Child and Family Services Provo, Utah 				
· Assist Clients, handle office equipment, open and distribute all incoming mail for 150 Caseworkers and Answer 8 incoming Lines
· Order Office Supplies for all employees along with the Business Cards

Office Manager: Provo Real Estate - Provo Utah								1991
· [bookmark: _GoBack]Responsible for Confidential and MLS Correspondences.  Created photo advertising  
· Accounts Payable, Receivable; Petty Cash and Escrow, Cellular and Office Phones, Travel Reimbursements, etc.


Community Service:
Webelos Leader: Boys Scouts of America		Proctor Parent: 4 The Youth 	
Domestic Violence Advocate: Orem City		Rising Star Communications: Vision Works Coach

JENETTE DAZLEY
Cell #:  602-397-5963								Email:  jenette.dazley@yahoo.com

Call Center Experience:
Canada and USA Senior Associate Call Center: Ricoh - Tempe, Arizona			2013 – 2017
· Processed 119 incoming service and supply requests in BAAN, R12 and TOPS, while effectively answering questions, building long lasting relationships
· Processed 230 incoming e-mails for service or supply requests in BAAN, responding with verification number, Processed return authorization requests
· Coordinated customer service techniques to adhere to company police and procedure as a Peer Trainer
· Ensured quality of service provided to maximize efficiency in customer interaction internal and external,  Top 10% the Month of December 2015
· Communicated Customer service needs to Technicians using Baan and Emergin

Benefit Advisor: C3CustomerContactChannels- Salt Lake City, Utah
Department of Insurance: Producer- Accident and Health		 			2010 – 2011
· Explained and Assess Customer Situations to Investigate a Good fit for benefit package
· Updated Database:  Ensure verification and “Revise: Customer Information


Retail/Customer Service Experience:
Assistant Manager: Jones Apparel Group- Park City, Utah					2006 – 2009
· Successfully processed and organized freight to adhere to store display standards
· Mentored and managed 8 employees, as well as coordinated scheduling
· Increased store sales more than 5% in less than 6 months
· Managed cash flow, tills and drops to bank of up to $2000      
· Employee of the 1st quarter 2006 Jones New York & Employee of the 3rd quarter 2007 Nine West
Sales Associate: Wal-Mart- Park City, Utah							2011 - 2012
· Genuinely greeted guest with a friendly smile and offered to help with their shopping needs
· Never had to fill out a discrepancy shortage report
Sales Associate: Home Depot- Park City, Utah and Tempe, Arizona				2012 - 2013
· Capture guest information for consumer credit card and tax id information


Education:
Associate of Science: Behavioral Science				Utah Valley State College- Orem, Utah
Associate of Applied Science: Executive Assisting		Utah Valley Community College- Orem, Utah

Skills Developed:
Ability to take initiative, use good judgment, understand deadlines and carryout multiple projects through completion
Work independently, prioritize work and ask for further clarification when necessary
Punctual and the ability to project a professional appearance
Detail oriented, self-starter, confident and assertive in daily interaction
Ability to multi-task, manage deadlines and contribute to a fast-pace environment
Outgoing, flexible, and self-motivated with a positive “can do” attitude
