Jordan Davis
3123 Falling Rock Court, Charlotte, NC 28213 | (704) 604-9884 | jordandavis8493@gmail.com
Objective 
To secure a position in the workplace where my skills and talents can be fully utilized. As an ambitious individual and quick learner, I am interested in becoming an integral part of a winning team with  advancement potential.  
Relevant Experience 
Middle School Math Teacher, Charlotte Mecklenburg Schools	 3/2023-Current 
Responsible for working with students on math skills in preparation for exams and North Carolina’s end of year exam in small groups and  whole groups; providing instructional assistance to students with special needs; delivering whole group instruction and managing data. Managing communication with parents & planning conferences; planning field trips and other school events. Using data to provide targeted remediation; participating in professional learning communities/lesson planning with math department team members; providing behavioral direction and support; administering and proctoring high stakes tests; and other duties as assigned. 
Client Tech Representative, Center Edge Software	 North Carolina    8/2022-2/2023 
Listening to client issues and providing clients with desired assistance; researching company  regulations as needed; meeting company performance standards; maintaining a minimum of  outbound calls; utilizing multiple computer applications while maintaining a positive and  understanding demeanor; multitasking, thoroughly creating tickets per interactions with each  customer, while achieving client service goals on a daily and monthly basis; arriving in a timely  fashion, working with upper management as needed to achieve client satisfaction, and  thoroughly reviewing servers to provide proper technical assistance, and maintaining mastery of  proper tool management. 
Supervisor, Service Pros Installation Group	North Carolina 	11/2020- 7/2022 
Responsible for training and coaching agents on maintaining customer relations, acknowledging  tenure, listening to customer issues and providing customers with desired assistance; maintaining  relations with other departments to assist customers properly; researching company policies as  needed; meeting company performance standards; managing high inbound call volumes, and  maintaining a minimum of outbound calls; utilizing multiple computer applications while  maintaining a positive and understanding demeanor; multitasking, thoroughly notating accounts  per interactions with each customer, while achieving customer service goals on a daily and  monthly basis; arriving in a timely fashion, working with upper management as needed to achieve customer satisfaction, and thoroughly reviewing accounts to provide proper credits and  refunds, and maintaining mastery of proper call flow; other supervisor duties as needed. 

Customer Service Representative, Allstate		 Charlotte, NC 	2/2020-2/2021 
Responsible for maintaining customer relations, listening to customer issues and providing  customers with desired assistance; maintaining relations with other departments to assist  customers properly; researching company and state regulations as needed; meeting company  performance standards; managing high inbound call volumes, and maintaining a minimum of  outbound calls; utilizing multiple computer applications while maintaining a positive and  understanding demeanor; multitasking, thoroughly notating accounts per interactions with each  customer, while achieving customer service goals on a daily and monthly basis; arriving in a  timely fashion, working with upper management as needed to achieve customer satisfaction, and  thoroughly reviewing accounts to provide proper credits and refunds, and maintaining mastery of proper call flow. 
Supervisor, Conduent	 Charlotte, NC 	4/2017-10/2019 
Maintaining customer relations, acknowledging tenure, listen to customer issues and assist as  needed, provide customers with desired assistance, maintain relations with other departments to  assist customers properly, research company policies as needed, meet company performance  standards, manage high inbound call volumes, maintain a minimum of outbound calling, utilize  multiple computer applications, maintain positive and understanding demeanor, multitasking,  thoroughly notating accounts per interactions with each customer, achieve customer service  goals on a daily and monthly basis, arrive in a timely fashion, work with upper management as  needed to achieve customer satisfaction, thoroughly reviewing accounts to provide proper credits  and refunds, maintain mastery of proper call flow 
Manager, Big Air	 Charlotte, NC 	8/2017-10/2017 
Assisted in creating policies and procedures for employees; Assisted with creating safety rules  for attractions; Manage relationships with other companies; set up vendor opportunities; train  managers and team members; sell and plan birthday parties, team building and other group  events; handle cash and deposits; manage and oversee sales of the company; schedule employees  and events; manage social media sites; respond to emails and phone calls; greet customers and  give tours of the facility; other duties as assigned; hire and fire employees; organize employee  meetings 
Service Manager, Chipotle	 Charlotte, NC 	4/2017-8/2017 
Servsafe certified service manager; responsible for training employees and maintaining standards  of the company; opening and closing the store; cash handling; acting as front line for customer  complaints; receiving and maintain inventory; developing customer base for catering 


Marketing/Events Manager, Sky Zone Richmond 	5/2015 – 11/2016 
Manage relationships with other companies; set up vendor opportunities; train new team  members; plan birthday parties, team building and other group events; handle cash and deposits;  manage and oversee sales of the company; schedule other team members and events; manage  social media sites; respond to emails and phone calls; sell promotional events; greet customers;  other duties as assigned 
Education 
Southern New Hampshire University, Online 1/2017-5/2025 B.S. General Studies, Concentration in Psychology 
Virginia Commonwealth University, Richmond, VA 8/2011 – 1/2014 Manchester High School, Chesterfield, VA 9/2007 – 6/2011 
References 
· Nell Jackson -- Former Supervisor -- (804) 337-1164 
· Dana Davis -- Former Supervisor -- (804) 314-3408 
· Azariah Egleton -- Former Supervisor -- (206) 981-0600

