
TRACEY EDWARDS

6196 Flower Street

Arvada, Co 80004

720-260-3631

tracey.edwards6196@gmail.com

Dedicated Customer Service/Admin Assistant Professional

SUMMARY OF QUALIFICATIONS

Outgoing, Friendly, Organized, Caring, Honest, Reliable, Professional, Excellent Phone Etiquette, Proficient in Microsoft Office Products & Internet

EMPLOYMENT HISTORY 

Top Dog Sales Center

PO Box 181129

Denver, Co 80218

Top Dog Sales Center is a Denver based company that aides Bark Busters Home Dog Training Trainers with their sales and administrative support across the United States and Canada.

Front Line Lead Administrator

Feb 2013 - Present

Answering overflow calls for the sales team via VOIP.  Processing leads and contacts from emails, website and phone calls. Assisting Sales Team with cancellation acw. Liaison between trainers, clients and sales team. Calling on leads that have not been quoted and filtering out the leads that have gone cold. 

Evergreen Septic Pumping

1153 Bergen Pkwy, Ste M432

Evergreen, Co 80439

Evergreen Septic Pumping is a locally owned and operated company that has serviced the foothills for over 25 years. They are licensed in Clear Creek, Jefferson, Gilpin & Park Counties with the primary focus on septic pumping and inspections.

Receptionist

January 2013 - Feb 2013

Answering multi line phone, assisting customers with pricing and general questions. Scheduling incoming appointments as well as making outbound appointment calls. Coordinating appointments and routes with the Service and Pumping Technicians. Requesting septic drawings from the various county health departments.

Lender Processing Services

10385 Westmoor Dr. 

Westminster Co 80021

Lender Processing Services is a company headquartered in Jacksonville, Fla., who delivers comprehensive technology solutions and services to the nation's top mortgage lenders, servicers and investors. 


Customer Service / Property Preservation Dept.

March 2012 - October 2012

Perform updating and billing of work orders from the contractor field. Assure accuracy and quality of work from the field, reviewing bids, inspection results prior to escalation to clients. Work in Clients system adhering to Best Practice guidelines for all clients supported. Work with Clients, Team members, Contractors, and Inspectors to assure accurate and timely results of work to the field are updated via system. Perform essential email distribution of Contractors invoicing, results and bids to appropriate Team members for timely updating from a secure mailbox. Liaison between upper management and processors regarding the status and completion of specific work in the field.

Alphagraphics - Golden

1217 Miners Alley Golden Colorado 80401 

Local printing company. Producers of business cards, business stationary, business forms, banners, large format & promotional products for account customers as well as walk in customers. 

Customer Service Representative / Administrative Dept. 

April 2008 - January 2011 

Assisting account customers as well as walk in customers with their printing needs

Processing online orders and estimates, scheduling incoming jobs into production, ordering necessary paper for specific printing jobs, ordering necessary supplies needed to maintain office productivity, filing completed jobs, answering incoming calls, sorting the mail, product/printing billing, mailing out invoices & statements processing payments, quality control, bindery work & deliveries (as needed). Cash register & credit card 

machine experience. Daily closeout and program backup experience. 

Pepperdines Marking Products

790 Umatilla St Denver, Co 80204

Local print shop catering to both wholesale & retail customers. Products produced range from business cards & stationary, to engraved nameplates, badges, signs, vinyl lettering on vehicles & signs, many different types of stamps and notary products, box dies and promotional products.

Customer Service Representative/Billing Specialist

October 2001 - April 2008

Processing incoming orders from a large corporate account with locations in CO, WY, 

NY, TX, NV, NM. Making sure orders were processed quickly, pricing was correct, shipped out on time. Calling on orders that could have possible problems in production and resolving the problems. Logging all orders & proofs into Excel spreadsheets. Filing proofs for each order - per location. Local store training on the ordering and pricing process. Billing of all printed products produced on a daily basis.

EDUCATION

Lutheran High School

Dallas, TX

H.S. Diploma January 1983 - January 1985

Graduated with diploma 

East Texas State Univ, Brookhaven & Red Rocks Comm College

Dallas, TX & Lakewood CO

January 1985 - January 1987

January 1990-Dec 1991

General classes taken - no degree


