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Marquita Johnson
	Experience
	2015-Present    Enterprise Rent A Car                             Tallahassee FL

Assistant Branch Manager
Overseeing the daily operations in a fast paced high volume retail store.
Responsible for inventory of a six hundred car fleet.   

Establishing and maintaining HR files for internal and external audits.
Preparing schedule for the branch staff.

Assisting employees with escalated customer service issues.
Contacting and developing payment plans for delinquent customers.

Training staff in sales and customer service in a fast paced environment. 

Preparing monies for deposits and ensuring deposits are audit ready.

Developing and retaining business to business relationships.
Management Trainee (April 2015-Novmeber 2015)         Bainbridge, GA
Assisting customers with the daily rental process.

Meeting daily, weekly, monthly, and regional sales goals.

Preparing daily deposits.

Contacting and keeping customer’s current on rental contracts.

Assisting management with fleet maintenance.


2014-2015
PMI
                                                    Bainbridge, GA
Accounts  Manager/Property Manager
· Overseeing the management and maintenance of a mid-size property.

· Prepare monthly, quarterly, and yearly financial reports for all properties managed by PMI.

· Prepare payroll for 1099 employees.

· Assisting with preparing yearly budgets.

· Responsible for accounts receivable and payable

· Preparing W2 and 1099.

· Financial data entry.
2007-2013 American Family and Financial Services
Portsmouth, VA                                         
Agency Service Human Resources Manager
· Choosing employee insurance and benefit plans.

· Payroll benefit deductions and taxes for 1099 and W2 employees.
· Monitoring daily timesheets and evaluations of 1099 Contractors and W2 Employees.
· Agent retention and recruitment.

· Preparing W2, 1099, and corporate payroll taxes.

· Responsible for accounts payable and receivable. 
· Maintaining and sustaining a labor budget to maximize profit.
2005-2007  American Family and Financial Services    Portsmouth, VA                                                  
Agency Service Sales Production Manager

· Responsible for overseeing agents’ interactions with customers.

· Providing sales training for new and promoted agents.
· Monitoring customer’s monthly accounts payable 

· Setting and exceeding sale goals on a weekly, monthly, and yearly basis.
· Solving escalated customer concerns. 
· Responsible for ordering agency supplies.
2002-2005 American Family and Financial Services   Portsmouth, VA Customer Service Representative 
· Scheduling client appointments with appropriate agent.
· Answering phone and relaying messages to agents.
· Solving customer concerns. 

· Establishing and maintaining client files.

2011-2012                 Buffalo Wild Wings                     Suffolk, VA

Server
· Serve customer meals and alcoholic beverages while maintaining the restaurant’s high customer service standards.

· Asked and checked identification for all guests purchasing alcoholic drinks.
· Resolved customer complaints by listening to their concerns and doing everything to rectify the situation.
· Built relationships with regular customers by learning and remembering their preferences.
Aug 2001-Apr 2002            Waffle House
Tallahassee, Fl
Waitress
· Providing great customer services while taking food orders in a fast paced environment.
· Relaying orders to kitchen and making sure they are correct.
· Taking care of any concerns the customer may have.
May 2001-Aug 2001            Red Lobster
Chesapeake, VA

Hostess
· Greeting and seating customers with a smile.
· Seating customers and taking care of immediate needs.
· Ensuring dining experience was great upon leaving.


	
	

	
	

	Education/Training
Skills                              
	2014        Department of Community Affairs                    Atlanta, GA

          Low-Income Housing Tax Credit Certified.

2013-2014                          Florida State University          Tallahassee, FL

Bachelors of Science in Social Science and Public Policy with concentration in Sociology, History, and Economics.
2004-2005
Tidewater Community College
Portsmouth, VA
        Associates of Science General Studies
2001-2002                          Johnson & Associates            Portsmouth, VA

         Summer Student Internships

2000-2003                          Florida State University          Tallahassee, FL
Business Administration/Criminology
1996-2000                          Churchland High School          Portsmouth, VA

High school Diploma of  Advanced Studies
Proficient in Microsoft Office (Excel, Power Point, Word, Access)

Experienced in Bookkeeper , Quciken, Quick Books, and Versa Check
Proficient in Adobe Acrobat Pro- producing and scanning PDF documents



