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	Summary
To obtain a position in an Insurance Agency that is customer focused and understands the importance of good, timely service. To have good communication skills and maintain positive relationships with my peers and customers. To be able to be quality-conscious and truly strive to produce a good end product for the customers. To demonstrate a good work ethic by utilizing my time appropriately staying motivated during down time or down swings in business. Dependable and organized under extreme pressure. Excellent interpersonal skills with the ability to work effectively with varying personalities. Work well independently or as a team member.


	
	Experience / Skills 
   Customer Service Representative/ Claims Contact Center

·                   Participates in and successfully completes the onsite, 12-week Agent Training program which includes formal classroom instruction and assessments.  Agents License is required.

· Answers inbound customer phone inquiries in a call center environment where you will be responsible for Personal lines service activities requiring extensive client contact, including answering questions regarding renewals, providing timely and accurate guidance and service to policy holders and agents and develop policy change quotes based upon acquired risk information.

· Identifies cross-selling and up-selling opportunities including identifying new revenue opportunities from additional lines of coverage and asking current policyholders for opportunities to quote additional lines. Current cross-selling standards of performance apply.

· Ability to use sales and selling techniques such as securing critical risk information, identifying and overcoming objections, solving prospect or policyholder problems, generating interest asking for the sale and conducting follow-up to convert leads to sales on every call.

· Use your consultative skills by identifying and analyzing customer needs to ensure high customer satisfaction, growth and retention of business.

· Provides timely and accurate guidance and solutions to policyholder/agent questions for efficient call handling & problem resolution.

· Coordinates all service requirements and client inquiries with primary responsibility for resolving client problems as they arise, including endorsements and counseling prospects and policyholders on coverage's, limits, and regulations.

· Understands and explains policy, coverage, billing and eligibility provisions related to unique circumstances. Identifies coverage gaps; communicates additional coverage needs to customer.

· Supports agent/customer relationships; maintain each agency's brand with a superior level of customer service by educating agents and policyholders on new and existing products & services and other available resources on every call. Maintains reliability and adherence standards according to the service level agreements of our agents.

· Maintains accurate data in appropriate systems in order to reflect account activity by tracking and capturing information and data.

· Stays updated on and properly execute upon newsflashes, new workflows and processes.

· Performs all responsibilities to achieve individual goals on quality, handle time, lead transfer ratio, adherence, reliability, and client satisfaction.



	
	      Claim Service Assistant II (MPC)
Requesting police reports

Typing MPC kits & mailing

Bill research

                    Auto form & Corr kits

Faxing

Printing medical bills

Printing medical records

Certificate coverage’s
Answering phones

Sorting

Notary 


	
	Claim Service Assistant II (AUTO)
              Typing certificate of coverage’s
              Daily queues
                    Requesting police reports
              Requesting records (MA)
              Add providers to parties as Medical providers
              Print photos
              Print estimates
              Print QPR Replacement  & Recycled  Parts Letter
              Sorting of letters
              Answering phones
              Notary

	
	Underwriting Service Assistant II

Typing cancellation letters

Issuing and Canceling of policies

Making changes to policies

               Daily breakout

               Answering phones

Daily customer service for agents and staff

Mail room with daily breakout of mail


	
	Life/Health (Temp Position)
Billing/Payments

Pulling files
New business

Follow ups for Amendments and Illustrations

Return checks

	
	School District Six
Madison, Monfort, Shawsheen Elementary Schools
Teacher’s Assistant (7 years)
Bus Driver I ( 9 years)

	
	Work History

	
	Aug. ’84 to Aug. ’97  Teacher Assistant, School District 6, Greeley, Colorado
Aug. ’97 to Dec. ’97  Life/Health Billing/Payments, State Farm Insurance Company, Greeley, Colorado
Sept. ’98 to Feb. ’07 Underwriting Service Assistant, State Farm Insurance Company. Greeley/Englewood, Colorado
Feb. ‘07 to May “08  Claim Service Assistant II, State Farm Insurance Company, Englewood, Colorado

	
	Education

	
	Aug. ’79 to June ’82 Greeley Central High School, Greeley, Colorado
· High School Diploma
· G.P.A 3.8
  Aug. ’80 to Sept. ’81 Highland Hills Beauty Academy, Greeley, Colorado

· Obtained Cosmetologist License

· G.P.A 3.8

	
	References

	
	References are available on request.


