Todd J. Lack

11631 Oakland Street
Henderson, CO  80640
303-248-6587
tjl177@live.com
SKILLS

Computers, Microsoft Word, Internet Explorer, Outlook, Data Entry, Customer Service, Answering Phones, Fax Machine, Filing, Billing, Collections, Scheduling Appointments
EDUCATION

Front Range Community College

Anticipated Graduation Date – TBD
Westminster, CO

EXPERIENCE
Stay at home parent

5/2009 - Current

King Soopers

3/2009 – 5/2009
Broomfield, CO

General Merchandise Clerk

Provided customer service, stocking general merchandise items, transported 

general merchandise throughout the store. 

Coorstek

10/2006 - 5/2007

Golden, CO

Production and Assembly

            
Suggests innovative solutions to improve quality, decrease cycle time and reduce costs. Runs numerous operations in department, making machine adjustments and performing basic set-ups as required, troubleshoots skills on specific equipment, and maintains equipment as required, interprets basic control charts and simple capability studies within, provides assistance with procedures, equipment or information

Echostar

6/2005 - 1/2006

Thornton, CO

Account Specialist

Handled billing and collection issues, new account set-up, scheduled service calls, and resolved conflicts in order to win back customers that were considering switching service providers.

The Tooth Doctor

2/2002 - 6/2006

Westminster, CO

File Clerk/Administrative Assistant 

Created and filed patient charts, verified patient insurance, made schedules and performed administrative function as directed by the office manager.

