Linda Craig
1745 Boul Louis X1V Apt 103
Québec, Québec
581-849-5758
Lindacr1961@hotmail.com
SUMMARY OF QUALIFICATIONS

An efficient, self-motivated, and resourceful Bilingual individual with several years experience encompassing Administrative and Customer Service; supported by a positive, people-oriented attitude and strong attentiveness to detail while working in a demanding, high-volume environment. 

Ability to resolve customer concerns in a tactful and professional manner and work productively without supervision. Fast learner and easily adaptable to new environments with the ability to grasp and apply new procedures quickly and communicate effectively at all levels. 
WORK EXPERIENCE

Solotech Inc   August 8th, 2022 -Present

 RMA Technician and Customer Service Quality Control Coordinator
Process complaints and return requests to suppliers, process shipping inquiries, help to other departments. 

Works collaboratively with production, warehouse, shipping department and sales representatives. 

Expected to complete additional tasks as required. 

Following up and resolving any Customer specific issues. Responsible to resolve each complaint or request received for the client’s satisfaction.

Answer calls and emails
Renin Canada (Colonial Elegance) March 15, 2021 -August 2022
 Bilingual Customer Service

Process complaints, compensation requests, process shipping inquiries, help to other departments. 

Works collaboratively with production, warehouse, shipping department and sales representatives. 

Expected to complete additional tasks as required. 

Following up and resolving any Customer specific issues. Responsible to resolve each complaint or request received for the client’s satisfaction.

Answer calls and emails
Electromenager Longueil         July 2nd, 2020-March 12th, 2021
 Bilingual Customer Service

Process complaints, compensation requests, process shipping inquiries, help to other departments. 

Works collaboratively with shipping department and sales representatives. 

Expected to complete additional tasks as required. 

Following up and resolving any Customer specific issues. Responsible to resolve each complaint or request received for the client’s satisfaction.

Answer calls and emails
Transat Tour Canada          May 2012-October 12th, 2021 

Bilingual Customer Relations Specialist

Process complaints, compensation requests, travel credit vouchers, reimbursement requests, help to other departments. 
Works collaboratively with Lead agents from Air Transat Seat Selection, Credit, Leads B2C and Leads B2B, Sales, 

Expected to complete additional tasks as required. 

Following up and resolving any Customer specific issues. Responsible to resolve each complaint or request received for the client’s satisfaction.

Negotiate settlements with hotels and suppliers. 
Answer calls for 3.5 hours a day, file settlement for 3.5 hours a day.
Jelco     JE Lortie    Montreal, Quebec                    February 2011- May 2012     

Bilingual Customer Service Representative and order management 

Process all received orders via telephone, fax, email daily and provide confirmation when requested. 

Process, review and approve invoicing, ensuring accuracy. 

Communication with External/ Internal customers via telephone and e-mail. 

Answer customer questions relating to products, pricing, replacements/substitutes, and backorders. Customer Retention
Check and manage inventory levels for shipping.
Communicate with distribution and planning staff on a daily basis regarding inventory, backorders, emergency shipments.
Release backorders daily  

Creating new customer accounts 

Coordinate and assist with mailing Invoices. 
Coordinate shipping dates, sending proper documentation for customs.

Capreit Longueuil                                             Part time 2009-2012 Weekends and evenings
Office clerk
Answered calls about apartments, made appointments for visits.
Customer complaints, maintenance requests
Visited apartments, leases, credit applications.
Provigo Loblaw Montreal                               March 2007-January 2011

Bilingual Senior Customer Service
Communication with distribution and planning staff daily regarding inventory, backorders, emergency shipments.
Answered between 50-120 calls a day about grocery chains under the Loblaw’s banner all over Canada.
Customer complaints, store location, pricing, tax inquiries.
Call stores for availability issues, complaints, and concerns

Coordinate and assist with cooking school registrations. 

Computershare                                         January 2002- January 2007

Senior Customer Service
Calls from Shareholders and executors and brokers, financial advisors, and financial institutions.

Estate requirements for probated and non-probated wills.  
Guidance to executors and shareholders fill out legal forms to transfer shares for an estate, individual, trusts or companies. 
Account maintenance, confirmation of holdings, duplicate statements, estate requirements and more. 
Nortel Specialist and would give all information pertaining to the calculation of cos basis for the Nortel shares as result of the spin off in May 2000. 
Technical skills 

MS Office, Outlook, Salesforce, SAP, MS Office, Word 

Education 

April Fortier – Travel and Tourism 

 Quebec High School
References upon request

Dear Hiring Manager, 

In today's customer service-oriented society, timely, friendly, proactive service is sought to enhance future business growth. Customer loyalty is always impacted when you employ the right service professional to represent you when assisting your valued customers. 

My long-term experience as a customer service representative has taught me how to meet and exceed each customer's expectations with service that sells. I have assisted all types of customers in all types of settings.

I am an excellent customer service representative who has over 35 years of experience and who is bilingual in both English and French languages. I have outstanding people skills, self-confidence and most importantly, I love what I do. 
Relocation is possible if required.
It would be a pleasure to interview with you and I look forward to hearing from you soon. 

Very Sincerely, 



Linda Craig 

