Susan Boucher
9189 Gale Blvd.
 Home (720) 621-5967
Thornton, Co  80260 
bouc1122@gmail.com


Education

Kaplan College 
Medical Assistant - Certificate
 Denver, CO 

Kaplan College
Medical Office Specialist - Certificate 
 Denver, CO
Front Range Community College
Assoc. Degree - Business Management
 Westminster, CO
Red Rocks Community College
Assoc. Degree Medical Office 2011
Golden, Co
Arapahoe Community College
Medical Administration 2010-2011

                     Littleton, Co
Highlights of Qualifications

· Maintained excellent customer relations and developed customer rapport

· Assume responsibility to complete assignments
· Calm, confident, and composed in tense situations
· Compassionate, committed to helping others
· Excellent attendance, adhere to work schedule
· Equally effective working alone or as a member of a team
· Dependable, hardworking, efficient and highly reliable
· Determined to excel, willing to take on new challenges and responsibilities
Skills and Abilities

· Filing/Editing

· Typing

· Office Procedures

· Customer Service

· Accounting

· Business Math

· Management Skills

· Computer Skills
· Filing, Faxing
· Data Entry
Work History
Microsoft 
  Broomfield, CO
Product Advisor
05/2014 –06/2014
· Assist Customers in buying product

· Customer Service

· Some Tech Support

· Inventory

Farmers
  Aurora, CO
Admin/CSR/Marketing
11/2013 –05/2014
· Kept Client database up to date
· Data entry  

· Excellent Customer Service
· Some Quotes
· Marketing Outside of Office
Go Games & Toys
  Cherry Creek, CO
Retail
05/2012 –11/2013
· Stocking

· Excellent Customer Rapport

· Cashier

· Phones

· Ordering

· Inventory

Tagawa’s Greenhouse /Fill In Position
  Brighton, CO
Admin Account Services
04/2014 –05/2014
· Scanning

· Order/Data entry  

· Fill Orders for Walmart & Small Businesses

· Reports

Employment Solutions/Temp Position
  Nederland, CO
Admin at Caribou Mines
02/2013 –04/2013
· Scanning

· Data entry  

Go Calendars
  Broomfield, CO
Retail/Kiosk 
10/2012 –02/2013
· Stocking

· Worked two Kiosks

· Phones

· Ordering

· Excellent Customer Service
Kelly Services
  Aurora, CO
IBM/BestBuy
02/2012 –03/2012
· Tech Support

· Phones

· Data base research

· Excellent Customer Service
REFERENCES

Professional References
Paul Fazzini
Owner, Farmers Insurance 
6+ Years
Ft. Lupton, CO
(303) 570-6794
Tamara Guzman

Manager, Housekeeping

Flatirons Mall

720-365-4009

