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CAREER SUMMARY 
 

Customer Service professional with strong communication and interpersonal skills and 
the ability to disseminate ideas and generate action throughout the organization. Skilled 
in coordinating, managing and completing multiple projects simultaneously and within 
deadlines.  Strong problem-solving and decision making skills; ability to draw from 
experience and knowledge and apply to current situation in a timely manner.  Ability to 
remain calm, patient and productive in a high pressure environment. 

• Team player • Manage multiple projects simultaneously 
• Computer literate • Interpersonal communication skills 
• Detail oriented • Customer service oriented 
• Adapts easily to new concepts • Professional and personable 
 
 

PROFESSIONAL EXPERIENCE 
 

Diebold, Inc., Canton, OH       1985 - 2008 
Global leader of integrated self-service and security with a full range of self-service, 
software, security/facility, and card-based products, as well as consulting and support 
services.  

Product Coordinator    1991 – 2008 
Analyzed, reviewed and maintained sales contracts by monitoring order entry,  
manufacturing schedule, product shipment and installation. 
• Performed data entry of various payment terms and coordinated delivery dates 

requests with product manufacturing schedule to accommodate customer 
specifications. 

• Managed the logging and review of all sales orders and sales contracts for accuracy 
and compliance with established company policies. 

• Worked in close collaboration with sales and finance management to ensure 
accuracy of all entries or order changes including restocking charges and 
cancellations. 

• Translated all customer orders to appropriate catalogue numbers according to 
company policy thereby initiating factory production. 

• Maintained frequent communication and cordial relationships with customers to 
resolve discrepancies or inaccuracies in their orders and ensure timely delivery of 
products. 

• Processed change orders within 8 business hours. 
• Collaborated with parts and logistics departments to ensure customer satisfaction by 

expediting order fulfillment of replacement parts for damaged products. 
• Secured required equipment in the least expensive, most efficient manner and within 

stated deadlines. 
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Product Coordinator (continued) 
• Reviewed the procedures for restocking fees and product modifications with 

customers to recover manufacturing costs for cancelled or modified product order. 
• Directed overflow of incoming technical assistance calls to ensure all customers 

received contact within 30 minutes. 
• Processed billing and conducted collections to generate timely receipt if payment for 

product. 

Customer Service Assistant  1985-1991 
Provided courteous assistance to customers by resolving complaints promptly and 
effectively. 
 
John G. Cleminshaw, Inc., Hudson, OH     1982 - 1985 
Performed county-wide property evaluations for tax purposes. 

Real Estate Appraiser 
Computed final estimation of property values, taking into account such factors as 
depreciation, replacement costs, value comparisons of similar properties, and income 
potential. 
 
 

EDUCATION & TRAINING 
 

Business Management 
Stark State Technical College, Canton, OH 

Currently Attending 
 

Secondary Education Coursework: English  
The University of Akron, Akron, OH 

 
Dale Carnegie Public Speaking 

In Search of Excellence 
Assertiveness Training for Achievers 

Successful Customer Relations 
Powerful Communication Skills 

Image and Self Protection 
The Organized Woman 

How to Supervise People and How to Get Things Done 
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