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Jordan Ellis
	Objective
	
	Dedicated professional possessing strong communication, problem-solving skills, and technical proficiency. Equipped with a diverse skill set, aiming to contribute to an innovative team where expertise in coordinating multiple projects and resolving customer queries effectively can be utilized to enhance operational efficiency and overall client satisfaction.

	Professional Achievements
	
	Project Coordination & Efficiency
Successfully coordinated multiple projects, ensuring objectives were met within deadlines.
Streamlined workflows, improving operational efficiency by 15%.
Customer Service & Satisfaction
Resolved customer inquiries promptly, achieving a 95% satisfaction rating.
Built strong client relationships, contributing to increased customer retention.
Technical Proficiency & Problem-Solving
Leveraged advanced Microsoft Office skills to create detailed project plans and reports.
Identified and resolved operational issues, enhancing team productivity.

	Skills
	
	· Effective Communication
· Problem-Solving & Critical Thinking
· Technical Proficiency with Software Tools
· Customer Service & Satisfaction

	Work History
	
	Project Coordinator | ABC Solutions | Seattle, WA

Customer Service Representative | XYZ Corp. | Seattle, WA


	Education
	
	Bachelor of Arts | University of Seattle | Seattle, WA
You might want to include your GPA here and a brief summary of relevant coursework, awards, and honors.
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