Kimberly S. Bills	
Aurora, CO. 80015
Telephone:   720.319.3455
Email:  Kbills2011@gmail.com

Career Goal:
Demonstrate my abilities to adapt to every position by utilizing my customer service experience and administrative skills to the benefit of your company.


Professional Experience

[bookmark: _GoBack]2003-February 18, 2014, Convergys, Back Office Agent, Customer Service Representative 
-  Utilized interpersonal skills to resolve current issues.
-  Demonstrated a helpful and courteous attitude to empower the customer.
-  Located desired information, for a complete educational experience.

2002-2003, Denver Public Schools, Paraprofessional Library Media Center
-  Shelved and processed new and returned books by appropriate categorization.
-  Assisted students with minor computer software problems and located specific literature.
-  Troubleshot problems regarding library machinery.
-  Prepared Excel reports for book inventory and new arrivals.
-  Upgraded the library regarding periodicals, magazines, and encyclopedias.

2001-2002, First Trust Corporation, Imaging Representative            
-  Sorted and distributed bulk mail to appropriate departments.
-  Entered data regarding quality assurance of financial documents.
-  Assisted with training interns and summer employees regarding mailroom duties.
-  Facilitated and processed the Data links daily cash reconciliation documents.

1999-2001, Janus Funds, Imaging Representatives
-  Categorized investor documents. 
-  Quality checked investor’s financial documents to reduce delay and errors.
-  Mentored new employees coming to the department.
-  Scanned confidential documents into large production filing system.

Education
Community College of Aurora
Pima Medical Institute, Denver, Co. 
Ophthalmic Medical Assistant 

