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TORI JONES
HIGHLIGHTS OF QUALIFICATIONS

· Well-versed in multiple softwares programs: Mecca, RCS, Guidewire, OCAS, LNW, Xpress, VIA, VIS, and CVO
· Very knowledgeable in Microsoft Office 2010 including: Word, Excel, PowerPoint, and Outlook
· [bookmark: _GoBack]8,800 kph with 98% accuracy
· Possess strong organizational, interpersonal and problem-solving skills
· Able to perform multiple tasks simultaneously as well as follow and accomplish instructions with minimal supervision individually or in team settings

Work experience
Novitex/Liberty Mutual Insurance		03/14-Present		Centennial, CO
Claims Assistant
Answering and directing calls through a multi-line switchboard. Perform various Mail Center activities including: sorting, metering, folding, inserting, delivering, and pickup. Maintain the highest levels of customer care while demonstrating a friendly and cooperative attitude. Demonstrate flexibility in satisfying customer demands in a high volume production environment. Provide additional administrative support for an insurance company.


United States Postal/CVG 		 	04/10-01/14		Denver, CO 
Customer Service Associate
Assisted customers with deliveries and redeliveries. Helped locate or contact the local post office as requested. Documented any complaints or cases that needed to be filed. 


United Health Care/CVG 			09/08-04/10 		Denver, CO
Customer Service Associate
Reviewed and accepted payments for medical bills. Assisted with customer inquiries. Quoted medical benefits and eligibility. Looked up and located in and out of network providers. Assisted with enrollment issues or concerns. 

Follett Higher Education 			12/06-05/08		Westminster, CO
Store Manager
Hired, trained, and scheduled employees. Carried and reconciled an average daily cash flow of $10k. 
Ordered supplies and merchandise such as: books, clothing, food and drinks. Provided reports and documents for numerous task and deadlines. Accurately performed 3-way matching of invoices, receipts and PO's. 
