
[image: horizontal line]
[bookmark: _heading=h.gjdgxs]Keymuni Burton
3332 W Apollo Rd Phoenix AZ 85041
United States
(706)360-9413
Keymunibreyonneburton@gmail.com
[bookmark: _heading=h.30j0zll]SKILLS
· Microsoft office 
· Time management
· Excel spreadsheet 
· Professional and mature
· Dedicated team player
· Staff motivation 
· Scheduling 
· Self-directed
[bookmark: _heading=h.1fob9te]EXPERIENCE
[bookmark: _heading=h.k5yts2o8k4g2]Vernal Coleman recreation center, 830 W Tonto, AZ 85007 — Internship 
[bookmark: _heading=h.3znysh7]JUNE 11,2018 - JULY 13 ,2018
Enforced rules and regulations for children in recreation centers. Instructed children through a multitude of activities. Organized and managed the cleaning process while serving food. Followed detailed instructions for daily routines.
[bookmark: _heading=h.v0amgu9fhbv3]Valor Temp Agency ( Arizona Department Of Revenue) , 1600  W Monroe St, Phoenix AZ 85007- customer service 
May 6, 2019- October 28,2020
Customer service representatives help customers with complaints and questions, give customers information about their business taxes or their returns, and processi returns. By helping customers understand the proper step on how to submit and do their returns and answering questions about their business taxes
[bookmark: _heading=h.1lcg24y62jan]Progress Residential-7500 N Dobson Rd Suite 300, Scottsdale, AZ 85256- Collection  Coordinator 
August 16,2022-curent
A  member of the Accounting department and works within a call center environment to collect delinquent funds through the management of resident communications including inbound and outbound calls and additional electronic communications.Answer inbound collection calls • Complete outbound collection calls to residents with accounts that are delinquent • Ability to assist residents • Forward calls and cases as needed to other departments • Process and respond to RDCT emails • Process and respond to READ cases • Send out collection texts as needed • Assist residents with Partial Payment Agreements • Complete Partial Payment Agreements in Yardi.
[bookmark: _heading=h.tyjcwt]EDUCATION
Betty Fairfax High School, 8225 S 59th Ave, Laveen Village, AZ 85339—high school diploma
[bookmark: _heading=h.3dy6vkm]August 7, 2014 - May 23, 2018
I also was in a group called Black Student Union.
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