Bibiana Lopez
1287 S 8th Ave unit F-144 Brighton, Co 80601| H: 970-518-4195 | C: 970-518-4195 | Bibianalopez3@gmail.com
Summary: 
Well informed Receptionist Adapt at supplying quick responses to job inquiries from Internal Management and potential clients. Bilingual, very professional with strong communication skills and a positive attitude.

Highlights: 
· Microsoft knowledge                                     
· Expert in Customer Relations
· Felxible Team player
· Computer Proficiency
· Responsible – Make sure things get done when need to be done.
· Reliable – Avaliable at all times
· Customer service skills – understanding customer’s needs.
· Bilingual – Expert Reading and writing English and Spanish
· Multitasking 
· Organization Skills
· Excellent Listening Skills
· Can-do Attitude and ability to think outside the box
· Excellent Telephone Etiquettes
Accomplishments:
Promoted from a receptionist to an optician, do the best I can to help the store make great sales and make sure we meet our numbers at the end of the day. Always go the extra mile to make sure our customers are always happy before they walk out the door.

Experience:                                                                                 Jan 2014 – Dec 2014
America’s Best Contacts and Eyeglasses – Greeley, Co
Answer phone calls to set up appointments or answer any question customers may have as well as confirm appointments, Greet customers as soon as they walk in and make sure to take care of their needs. Work with the fax machine and get in touch with vision insurance, fill out paper work for our doctor and file any necessary paper work. I also worked as a optician making sales and insuring customers find the perfect glasses that suit their faces.
[bookmark: _GoBack]First Party Receivable Solutions – Greeley, Co 04/14-11-14
Medical billing for different hospitals, Worked with hospital systems and setting up payment arrangements, worked with health insurance and workman comp. Made outbound calls as well as receive inbound calls.



Corestaff inc. – Windsor, Co 07/12-04/14
Production worker for Kodak, packaging inspecting film making sure it wasn’t defective, loading packages onto palettes. Labeling film and loading film on to the belt for packaging, stacking boxes and making sure there was enough supply.
Afni inc. – Greeley, Co 12/10 – 07/12
Customer service for Verizon wireless, Answer inbound calls, answer customer’s questions and provide excellent customer service. Go over patients bills and make sure they understand what they were paying for, help make sales and make sure they were getting the right phone that met their needs. Take payments over the phone and set up payment arrangements.
					
Education:
High school Diploma 2010 
                                                                                                         Northridge High School – Greeley, Co                                                           
                                                                                                


