Shalynn R. Hancock
7860 W. Mansfield Pkwy Apt. 12-307
Lakewood, CO 80235
Contact number: (720) 217-5898
Email: sha.hancock@hotmail.com


Work Experience

[bookmark: _GoBack]Eligibility Indexer 									October 2013- August 2014
	Cigna Health Care, 8505 E Orchard Road, Greenwood Village, CO 80111	
Erica Nelson, 303.729.7259
· Indexer
· Lead over New Group Enrollments and Group Amendments to Eligibility 
· Use Vista System to track the completion of large eligibility project.
· Analyze incoming requests for updates to eligibility and assign them to the appropriate analyst for completions
· Insure the necessary information has been received
· Import eligibility requests into the OnBase System for ticketing
· Upload and store exception reports for analyst review
· Assign OnBase tickets to Analysts for completion
· Create and distribute inter/intra-department correspondents 
· Manage/track Eligibility part of enrollment projects.
·  Analyst
· Upload large eligibility requests
· Complete OnBase ticketed Eligibility requests
· Update eligibility in the FACETS System 
· Update eligibility in the Argus System 
· Send intra-office correspondences 

Dispatcher for Homeland Security                                                                                                                          April 2008- October 2013              
Gonzales Consulting Service, 633 17th Street, Suite: 2600, Denver, CO 80202  
Jeremy Kennedy, 303.236.6859	
· Held Confidential Government Clearance
· Create daily reports detailing events as they occur
· Maintain regional emergency information and documentation 
· Create and distribute inter-office correspondences
· Create and distribute agency wide reports
· Handle alarms and facility malfunctions from federal properties and dispatch Federal Protective Officers, using radio system and multi-line phone system
· Determine if other responders are required and dispatch as appropriate
· Run and verify clearances using NCIC database 
· Keep track of all emergency responders and daily events Using MS Word and Excel

Tier 2 Technical Assistant                                                                                                                                         March 2006 – April 2008
	ADT Security Services, 14200 E. Exposition Ave., Aurora, CO 80012                                                           
	Mike Ashley, 303.306.5596
· Answer inbound calls from customers
· Technically assist customers with alarms systems
· Alarm Panels
· Access systems
· Camera systems
· Create and distribute inter-office correspondence
· Manage control board 
· Act as an Assistant Manager when needed

Assistant Customer Consultant                                                                                                                             March 2005 – March 2006
[bookmark: OLE_LINK1][bookmark: OLE_LINK2]FedEx Kinkos, 555 Seventeenth Street, Denver, Colorado 80202                                                                    
Tony Hall, 303.298.8610
· Maintain calendar for on-site meeting facilities
· Assist customers with various PC operations
· Adobe Creative Suite
· Microsoft Office Suite
· Answer incoming calls
· Assist with order taking and FedEx shipments
· Assist customers with the production of presentation materials
· Assist with production of large scale jobs: printing and binding, etc
· Ordered and stocked needed supplies for sales floor and production team
· Cashiering and cash drawer closeout


Education 

University of Denver, Denver, Colorado                                                                                                                   Graduated: August 2012
Major: Communications
Degree Received: Bachelors of Arts
Extra-curricular activities:
· President of DU chapter of Lambda Pi Eta, National Communications Honor Society
· Scheduled meetings 
· Create and distributed Chapter Communications. 
· Student Advisory Board Senior Class Representative
· Women’s Communication Network
· Assisted with the fund raising, planning, and implementation of special events
· Half the Sky Fair
· Busy Woman’s Triathlons
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