Catarina Rael
525 W 8th St  #2 
Pueblo, CO 81003
719-766-3102
Catarinarael050@yahoo.com

Experience:   
 Healthy Clean Inc.
 House Keeper
· Cleaned 50/100 homes a month for clients , which included
· Dusting, bathrooms, kitchens ect.
· Great rapport with all clients Friendly and trustworthy
Asset Acquisition Group LLC
Data Entry/File Clerk
· Receptionist, answered phones transferred calls to collectors.
· Ran reports weekly, sent letters to past due clients and delinquent accounts.
Made files and processed media for current portfolios.
Machol &Johannes
Affidavit/ Litigation Specialist
· Daily job task of getting Affidavits to clients weekly. We had over 50 clients that I had to send affidavits to on a weekly basis! Some had special instructions on the way they wanted them presented. I would run reports and convert in to spreadsheets and or pdf files! Once I would receive back it was my responsibility to scan in to our system. Certain affidavits I also had to notarize.
· I also communicated with Process Servers, by making sure out suits were done and the Process servers were ready to serve. Once they were served to debtors, I then got back and had to input into a spreadsheet on a daily basis, I ran reports on the Ros’s ( Return of Service) to make sure it complied with the courts, then we e-filed these documents.
Linebarger, Goggan ,Blair & Sampson
Media Processor
· Extensive knowledge of Collection Master (computer program) In charge of ordering media (affidavits, Application, billing statements) for various clients on a daily basis via edi, spreadsheets etc.
· Affidavits – In charge of running reports on daily basis to order affidavits for various clients, including Trak , Nco , Resurgent etc.  Also in charge of proofreading the affidavits, to verify all information is correct before emailing to the various clients etc., then scan and attach any return files on to the individual accounts.
Collect America
Client Services/ Payment Processor/Bookkeeping
· Handled VOD for various clients and franchises.
· Heavy customer service contact with vendors and franchises.
· Handled recourse for medical accounts on system.
· Post payments for 50+ Franchises, totaling 40 million dollars per month.
· Balancing franchises/Corporate Daily cash sheets.
· Franchise Customer Service Support.
· Daily, weekly, monthly reconciliation processes.
· Direct payment posting and reconciliation.

T-mobile
Financial Care Specialist
· Managed collections for delinquent accounts
· Assist and educate T-mobile customers with their accounts and service.
· FC call partner.
· Experience with account activations.
· Experience on inbound and outbound dialer.
EchoStar /Dish Network
Customer Service Specialist
· Managed collections for customers.
· Troubleshoot technical issues for customers.
· Worked closely with customers to meet their service needs and specifications, i.e. changing price plans.

Skills:

· Excellent Performer. Consistently performs above average.
· Thorough knowledge of Microsoft and Power Point.
· Proficient with 10- key.
· 50 WPM
· Several Years Customer Service experience.
· Thorough collections experience. Outbound and inbound collections
· Strong bookkeeping skills, excellent problem solving skills.

Objective:

[bookmark: _GoBack]I am seeking an opportunity in a demanding, fast-paced environment.  My many years of Customer service/ Office etiquette, experience have equipped me with multitudes of skills. I am a driven/ team player with a great attitude and willing to learn.
Education:
1997	Westminster High School		
Diploma
· General Studies
