
Roselle – Marie E. Th. Mendez
Gosieweg 20, Willemstad, Curacao

Phone: 5999-737-4323 / 5999-527-8853
Email: googlewhiz1@yahoo.com / googlewhiz1@hotmail.com
Objective 

Employment in the Customer Service / Administrative Field


Profile 

· Effective communicator: Polished telephone, interpersonal and writing skills
· Energetic, patient and diplomatic
· Accurate and fast worker

· Adaptable

· Proven leadership qualities

· Problem-solver

· Excellent computer skills: Proficient in Word, Excel, Microsoft Outlook, and Decos software. Working knowledge of Peachtree Accounting Software
· Team Player 


Experience 

October 1st, 2006 – Present  English Teacher at the RK Schoolbestuur

· Teaching 25 classes of 5th and 6th graders divided between 11 elementary schools the basics of the English language;
· Preparing additional material to supplement the text books;

· Preparing and giving tests to keep track of the students’ progress;

· Providing ‘slower’ students with extra material, adjusted to their capacities;

July 1st, 2002 – January 31st, 2005 VIP Management Services 
Left the company to finish education 


Wagering Department Supervisor 

·  Preparing the schedule for 40 wagering clerks

·    Creating manuals to circulate amongst the wagering staff as well as other departments    within the company

·  Working closely together with the line board and customer service manager to ensure  a smooth collaboration between departments

· Quality Control

·  Evaluating staff

·  Assisting with the hiring of new staff

            Assisting with the creation of training manuals 

· Give trainings to new as well as existing staff

· Handling customer queries and claims by phone, email and chat

August 1st, 2001 – June 31st, 2002 VIP Management Services 


Supervisor Sunny Sportsbook 

· Assisting management with the writing of a training manual and policies for this newly launched sportsbook

· Supervising 4 all-around clerks 

· Preparing and giving training to staff 

· Scheduling 

· Handling customer claims and inquiries 

· Deposits 

· Withdrawals 

· Bonuses 

· Documenting and maintaining a database of all extended bonuses 

· Customer Service 

· Handling correspondence 

· Reconciliation of Western Union payments 

Additional Information 


· Responsible for maintaining a database of existing customers that were being re-marketed 

· Responsible for crediting monetary reward points into customers’ accounts 

· Preparing tests for new and existing staff and giving it to them 

· Dealing with staff issues and finding efficient solutions 

· Taking minutes at meetings and circulating them to relevant staff 

· Preparing documentation for Line-board staff 


January 2000 – July 31st, 2001 Seven Palms Corporation
Company was relocated to Costa Rica 


Accounting Supervisor 


· Supervising 3 Accounting clerks 

· Responsible for all monetary transactions 

· Handling inquiries 

· Handling correspondence 

· Training and testing new accounting clerks 

1998 – 1999 Gold Medal Sports 
Company was relocated to Costa Rica
Customer Service Supervisor 

Wagering Clerk 


· Responsible for taking wagers accurately and at a fast pace 

· Responding to customers’ queries 

Additional Responsibilities
Providing assistance in the preparation and during a company requested audit.

Tasks included:

· Providing the auditors with the necessary documentation

· Assisting with the preparations of spreadsheets and other documents

· Reconciling the daily administration for the Sportsbook

· Entering information into the appropriate programs
1995 – 1998 ABC Island Sports 
Company was relocated to Costa Rica
Wagering Clerk 


Customer Service Representative 


Accounting Clerk 


Sales Clerk 

Additional Information 


· Responsible for organizing the accounting department of Seven Palms Corporation 

· Worked in administration of both Gold Medal Sports and Seven Palms Corporation. Duties consisted of checking and documenting all monetary transactions. 

· Worked in sales at Seven Palms Corporation. Duties consisted of giving information about the company to potential customers, setting up new accounts, and handling correspondence. 

· Participated in several administration projects. Duties included reconciling bank statements, monetary transactions and filing. 

· Preparing and generating monthly phone receipts for other books that were making use of this service at Gold Medal Sports. 

· Set up a database of new accounts and kept it up to date at ABC Islands. 

Additional Experience 


Freelance Translator 
· Translated on a free-lance basis for Amigoe 

· Translated on various occasions for Sehos

· Translator on an ongoing project for eBid (a company based in the UK)
· Translated for Intersad (a translation firm based in Spain)

Education 


1993 – 1995 KABO Administration 


1992 – 1993 MAO Administration 


1986 – 1991 R.C. HAVO 


Certificates 

English L.O.  (Graduated with honors)
Management Course IBM 


Effective Communication IBM

Call Center Skills (Top 10 percent)

Help Desk Certification (Top 20 percent)
Personalia
Name

: Mendez

First Name(s)
: Roselle M.E.Th.

Date of Birth
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: Single
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Hobbies
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