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LEE NEAL GRUPSMITH 

714-791-9182 (C)
345 W. 1st St. #54Tustin CA 92780
        lgrupsmith@gmail.com 

Customer Service 

Customer service representative with an extensive background in telephone, live chat and email modes.  Have worked in e-commerce, communications, accounting, banking  and high-end retail. 

Summary of Qualifications

Computer Skills


Other Skills

Excel 2007


Typing speed of 55 wpm

Word 2007


10-key by touch

Outlook 2007


Thorough grounding in grammar, spelling and punctuation

Sales/Customer Service 

· Provided assistance for customers activating new accounts, changing equipment making purchases, creating items and modifying orders. 

· Successfully trained new customers in equipment use. 

· Proven ability in assisting with billing issues. 

· Investigated customer needs regarding use of company website. 

· Set up and conducted remote training sessions via combination of conference calls and web portals for customer education. 

· Developed technique of creating “dummy companies” for training purposes. 

· Acted as “Answer Man” by using live chat function associated with company site. 

Office Administration 

· Handled many aspects of Personnel/Human Resources for a two-year college. 

· Developed and improved database programs for client information management. 

· Achieved 100% success rate in filling information gaps with clients by variety of methods, including phone conferencing, correspondence and web site searches. 

· Successfully maintained and improved both electronic and hard copy filing system to maximize information retrieval. 

· Cross-trained co-workers in use of numerous software packages to increase department efficiency. 

Copy Editing 

· Successfully improved corporate image by establishing standards for presentations, proposals and reports. 

· Interfaced with authors to improve quality of output. 

· Maintained contacts for regular input of information for periodic publications and other newsletters. 

· Exhibited proven ability to function under extremely tight deadlines and continue to deliver a quality product. 

Purchasing 

· Maintained database of contacts for sales and purchasing purposes; extensive phone use 

· Extensive use of internet for purchasing activities (online auctions etc.) 

· Created double filing system to maintain records of purchase offers 

PROFESSIONAL EXPERIENCE 

The Jewelry Exchange, Tustin CA 11/07-01/10

Customer Service/Internet Sales

Creates and markets several lines of jewelry

Sungard Availability Services, Huntington Beach, CA 7/06-11/06 

Consulting Support 
Provider of disaster recovery systems 


Datalink Electronics, Los Angeles, California 4/03-7/06 

Purchasing Manager 

Independent distributor of computer components 

Los Angeles Harbor College, Wilmington, California 8/02-2/03 

Personnel Assistant 

A two-year college part of the Los Angeles Community College District 

Sprint PCS, Irvine, California 12/01-8/02 

Customer Service Representative 

Multimillion dollar provider of wireless telecommunications 

Agribuys.com, Torrance, California 4/00-10/01 

Customer Service Representative 

E-commerce company providing a variety of services for the food industry 

Toyota Motor Sales , Torrance, California 1998-2000 

Administrative Assistant  (Y2K Project)

International manufacturer and seller of automobiles and trucks 

Houlihan Lokey Howard & Zukin, Los Angeles, California 3/88-3/93 

Proofreader/Copy Editor 

Investment banking company specializing in corporate restructuring and employee stock ownership plans 

EDUCATION 

Credit toward a B.A. in English Literature California State University Northridge 

Minor in Journalism 


