		Brian Nance
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		5264 Peerless St 
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Cell: 708-953-9368









	Objective
	 
		Customer Service  Representative 
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		Experience

	January 2010 –
July 2010
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	Youth Oasis 
	Baton Rouge, LA



	Front Office Manager 



	· Produces/completes various work assignments requiring advanced organizational ability, independent judgment, creativity and solution focused options. 



	



	· Work requires the coordination and performance of multiple tasks while understanding the project principles and technical skills related to own work assignments. Work priorities and activities are reviewed with little supervision. 



	



	· General secretarial/clerical duties such as: establishing filing systems, filing electronic and paper 



	



	· Worked for the Executive Director, Operations Director, Developmental Director, and Program Managers. 
· Gave tours of the facility to company board members and prospect sponsors.
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	September 2009 - January 2010
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	Youth Oasis 
	Baton Rouge, LA



	Youth Care Worker 



	• Supervise and positively interact with youth 



	• Engage in and supervise age appropriate play activities with children/youth 



	• Direct children/ youth in eating, resting and hygiene 



	• Conduct oneself as a 'role model' for children/youth; provide appropriate direction of children/youth in their daily routine; give children/youth positive reinforcement as appropriate 



	• Dispense medication to youth as instructed 



	• Provide first aid treatment as necessary 



	• Maintain complete and accurate daily records 



	• Conduct and document required fire drills 



	• Attend staff meetings and/or training as required 



	• Maintain the order, safety, cleanliness of the facility and grounds; responsible for housekeeping and laundry; supervise youth in assisting with chores 



	• Transport youth to school and medical appointments as necessary 



	



	Provide daily living and social skills to youth as part Youth Oasis structure plan
.Case Management
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	June 2008 - August 2009
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	Family Dollar 
	Baton Rouge, LA



	Assistant Store Manager 



	·
	Facilitates and/or manages the general operations of the store ensuring that the store is in working order and adequately maintained to ensure safe and efficient operations. 



	



	·
	In charge of shipping and receiving, ordering and stocking of merchandise. 



	



	·
	Prepared cash pick-up daily. 



	



	·
	Prepared daily bank deposit. 



	



	·
	Trained new store employees. 



	



	·
	Assists in the recruiting, hiring, and development of store associates; interprets Key Performance Indicator reports and delivers coaching as needed; provides feedback to Store Manager for associate performance appraisals and evaluations
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	March 2006 - June 2008
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	Shuttle America Airline 
	Indianapolis, IN



	Flight Attendant 



	·
	Responsible for the safety and comfort of passengers during flight. 



	



	·
	Made sure passengers follow all flight regulations by enforcing such regulations in a pleasant manner. 



	



	·
	Assist passengers in boarding, deplaning, checking passenger's tickets, assisting disabled passengers, and answering questions.
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	May 2003 - March 2006
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	KFC/Taco Bell 
	Fort Washington, MD



	Shift Supervisor 



	·
	Oversee proper product preparation, rotation, portioning, cooking and hold time of product. 



	



	·
	Ensured food safety, quality and accuracy of order. 



	



	·
	Unloading, stocking and maintaining required inventory level. 



	



	·
	Assist profit and Loss management by following cash control / security procedures. 



	



	·
	Preparing/making/transporting deposits, preparing proposed labor schedules, product projections, financials for store manager's review/approval. 



	



	·
	Responsible for $10k per shift budgeting and depositing.
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	February 1998 - May 2003
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	United States Navy 
	Washington, DC



	Signal Analyst 



	·
	Prepared weekly intelligence brief to various officers and civilians. 



	



	·
	Responsible for training new sailors on system. 



	



	·
	Accountable for training / personnel performance records. 



	



	·
	Responsible for answering the phone, filing, sending and receiving faxes. 



	



	·
	Responsible for making travel arrangement for Division Officer and Department head.
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	Education
	 
	Everest College Online 
	
	Bachelor of Business Administration 
Business Administration / Human Resource Management 
	Tempe, AZ



	[image: http://www.hotjobs.com/images/blank.gif]






	
	 
	Navy Recruit Training 
	April 1998
	Other 
	Great Lakes, IL
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	Glen Oaks High School 
	May 1998
	High School 
	Baton Rouge, LA
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	Special Skills
	 
		·
	Recording keeping 



	·
	Conflict Resolution 



	·
	Handling Incoming Messages 



	·
	Team Building 



	·
	Maintain Files 



	·
	Microsoft Office Suite 



	·
	Organizational Leadership
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