Erlinda Dyes
1720 Hanover St. Aurora, CO 80010. Phone: 210) 417-3882 Email: ebdyes@gmail.com
Communication
· Trained in conflict resolution and active listening techniques
· Efficiently addressed and resolved consumer complaints for a variety of employers while maintaining the integrity of the company as well as the complainant
· [bookmark: _GoBack]Possess the ability to explain complex concepts such as dental insurance coverage and tax laws in a clear and concise manner 
· Maintained close relationships with business owners as well as regulatory agencies to ensure comfortable and consistent communication and collaboration 
Organizational / Leadership
· Played the role of TSA (Training Support Associate) assisting in training and facilitated activities for new hires
· Reviewed the work of new hires during their eight week reinforcement period for quality assurance providing feedback and constructive criticism when necessary
· As Chairwoman of the Complaint Review Committee I composed and facilitated weekly team meetings providing company updates and changes to current procedures
· As an assistant to the BBB Director of Sales, I assisted with resume review and preparation for new sales representatives' training and schedules
· Reviewed company licensing to ensure they were meeting all compliance standards and maintained records of those that were nearing expiration or were not sufficient for the industry in question
Technical Skills
· Proficient knowledge of computer operation as well as the ability to type over 60WPM and accurate 10-key skills
· Familiar with an array of computer applications including Excel, Word, PowerPoint, Office etc.
· Ability to operate basic office equipment such as fax copier, printer, and scanner
· Excellent knowledge of the internet and its capabilities
· Accustomed to handling multiple phone lines
· Well versed in dental procedure codes and dental insurance coverage and imitations
Employment 
Service Consultant - July 2014 - August 2015
The Capital Group, San Antonio, TX

Customer Advocate/Claims Processor - October 2011 - July 2014
UnitedHealth Group, San Antonio, TX

Trade Practice & Accreditation Consultant - July 2010 - August 2011
Denver/Boulder Better Business Bureau, Denver, CO

Intern - May 2010 - July 2010
Denver/Boulder Better Business Bureau

Education
Graduate - June 2002
West High School, Denver, CO
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