
Willie C. Brooks 

54 Urban street

Buffalo, NY14211

(757)650-0943

wbrooks716@yahoo.com
Summary of qualifications: Strong communication skills, self-motivated, experienced in training and developing new employees, ability to professionally interact and build positive relationships with managers, co-workers, and the public, strong attention to detail and provides quality customer service. 

Computer Skills: Microsoft Word, Microsoft Office, Word Perfect, Lotus 1-2-3, Excel, power point,spread sheets, Etc.

Education:  B.S. General Business :Emphasis in Management
                       Norfolk State University
                       School of Business and Entrepreneurship
                       Accredited by The American Assembly Of Collegiate Schools Of Business                                      
           Graduation Date: May 1998
Employment: 

(2011 - 2013)       Group 1 Automotive - Rock Hill S.C.


     Job Title: Sales Representative


                 Duties: Sales of new and pre owned vehicles, customer service, data entry, 

     cold calling/customer prospecting.

(1999-2010)
     Verizon Business - Chesapeake V.A.


     Job Title: Business Support Specialist



     Duties: Typing and processing complex business orders, Finding and  

     correcting errors on business orders.


     Verizon Residential Management - Virginia Beach V.A.


     Job Title: Trainer
     Duties: Training new hires in customer service and sales techniques,                       
                             Teaching Verizon operating systems and system navigation, producing weekly 

     spreadsheets tracking students progression and providing evaluations to upper  

     management.

                             Verizon Residential - Virginia Beach V.A.
                             Job Title: Customer Service Specialist

                 Duties: Answering incoming calls, assisting customers with inquires regarding                                   

     their accounts, sales, spreadsheets, data entry, problem solving.

