Gary Bassett

2052 Tillotson Avenue

Bronx, NY 10475

(718) 320-9111, (917) 553-1414

E-mail: geegotg@aol.com
Objective: Seeking position where I can utilize the full range of skills and offers an opportunity for professional growth.

Summary of Skills: Excellent communication and interpersonal skills; able to work effectively with groups and independently; detail orientated; very ambitious and able to meet deadlines.


Computer Skills

Hardware: A+/Networking Certificates of Completion, ability to repair pc’s, installation of software and hardware components, familiar with network media, facsmile machines, photocopy machines (Konica), calculator, call center telephone system (Lucent Call MasterII).


Operating Systems: MSDOS 6.22, Windows 95/98/2000, Novell v. 4.11 (end user)


Applications: MS Word; Post Merger Cleanup v.2.0, v.2000.

Employment:

Georgeson Shareholders, New York, NY




7/00 – 6/01

Customer Service Representative

Utilized internet search engines such as Tel-Net and telephone services to research the current  location of shareholders of unexchanged shares and notified shareholders via USPS. In a inbound/outbound call center, placed and received calls on six line Lucent Call Master phones which used a skilled based routing system. Using PMC 2.0 & PMC 2000 shareholders’ accounts were viewed to advised them of the pre-escheat status of shares. Offered companies services to exchange shares, document conversations, update and maintain database. 

Asset Staffing, New York, NY


Chase Mellon Shareholder Services, NJ (Assignment)


2/00 – 6/00

Customer Service Representative

Accomplishment: Received incoming calls from policyholders in regards to the status of their accounts an procedures of the policyholder trust. Generated requests for stock transfer documents, Social Security number changes, and demutualization literature. Maintained and updated MetLife’s database; assisted in conversions of mutuals to stocks for MetLife, Inc., documented all conversations with policyholders in reference to there rights and concerns. 

Dr. Leonard’s Healthcare Corporation, Edison, NJ


3/98 – 7/98

Customer Service/Order Entry

Responsible for entering product inventory, customer orders via mainframe computer terminal. Informed customers of in- stock product availability in product shipping dates. Other responsibilities included entering mail and telephone orders in a timely fashion. Obtained identifying order information from customers, upon request placed tracers on UPS packages for lost shipments.

Nobody Beats The Wiz, Edison, NJ





6/96 – 12/97

Sales Associate/Field Technician

Achieved customer satisfaction by meeting customer needs, such as: explaining and demonstrating features of electronic equipment in home office, audio, video, and personal electronic departments. Explained the benefits between different products and store warranties, processed all credit card sales. On a consistent basis met sales quotas and deadlines.

Handled installation of home theater audio components at customer premises which included cabling, wiring and technical support to insure proper operating of systems. 

Education:

Xincon Technology School, New York, NY




2001 – Present

Courses: A+/Networking and CCNA (preparation for certification)

Micro Power Business, New York, NY




9/00 – 2/01

Received certificate of completion in A+ and Networking +

Center for the Media Arts, New York, NY




7/92 – 5/93

Courses: Audio Recording

High School for the Humanities, New York, NY






Received HS Diploma February 1992

Hobbies: Building PC’s, Basketball, Weight Training

References: furnished upon request

