Chad Sweet
6401 S Boston St M 105
Greenwood Village CO 80111
720-217-7386
Chad.Sweet22@gmail.com
Experience
February 2008 – October 2013
Liberty Mutual Agency Markets		Centennial, CO	303-221-1152
Insurance Assistant
· Sort and deliver daily mail.  Pick up and process mail for daily pick up
· [bookmark: _GoBack]Trained new employees 
· Send out UPS for adjusters
· File back paper claim files 
· Purge files monthly and download boxes to iron mountain
· Order Police Reports for claims
· Complete copy work as necessary
· Set up computers and handle other IT issues
· Track, report, review and correct errors on claim files for quality assurance
· Answered phone calls for multiple claims offices and answered customer questions
· Upload documents to paperless files 
· Order office supplies for office
Fireman’s Fund Insurance Company	Denver, CO 303-224-5000
February 2006- February 2008
Underwriting Clerk
· Logged in and cleared submissions for new business applications
· Contact agents via phone and email for questions on policies
· Obtained information as requested for underwriters
· Processed endorsement requests
· Ordered underwriting reports as requested 
· Served as main contact for underwriting department with other offices nationwide
· Sort and process daily mail 
K & G Petroleum		Littleton, CO 303-794-2103
January 2004 - June 2006
Assistant Manager
· Order product and gasoline for store
· Trained new employees
· Sign in product deliveries
· Close store at night and count money for bank deposit 
· Tally credit card purchases
· Inventory products quarterly for audit

References Available on Request

