	Britney Taylor

	15525 E Greenwood Dr. Aurora, CO 80013

	(720) 382-3379

	Britney.taylor_91@yahoo.com

	Objective
	Performs various general office duties, including: payroll, budgetary duties, data entry; maintenance of business records; review and completion of forms and applications; filing, distribution, posting, and mailing of correspondence.

	Skills
	Excellent Organizational Skills
Strong Customer Relations Skills
Computer Proficiency
Data Entry
Excellent Communication skills
Strong problem solving skills
HIPAA Compliance
Proficient in MS Office 
Cash handling accuracy 
Medical billing software
Type 30 wpm
Administrative support specialist
	Telephone Answering, 12-Line System
Word Processing and Typing
10-Key Calculator
Filing
Team player with positive attitude 
Strong work ethnic
Detailed-oriented
Maintains strict confidentiality
Medical Billing Software  
Staff development/training 
POS system knowledge
Medical terminology


	
	


	Experience
	AMB Janitorial Service
Janitor, Aurora, Colorado
Office cleaning often takes place after hours or later in the evening or even overnight. Cleaning sinks, refrigerators, microwaves and toasters in office kitchens; clearing recycling and garbage bins, Cleaning and restocking bathrooms, Cleaning floors (mopping, sweeping, polishing), Cleaning (vacuuming) carpeting. Clean concepts at DIA includes cleaning boiler, stoves, ceilings, walls, sweeping/mopping floors.
Walgreens
Photo Tech, Aurora, Colorado
Handled all word processing and typing. Entered data for sale reports, production items, shipping, and inventory. Maintained computerized inventory of all parts, supplies, and products. Helped plan and organize company functions. Answered the telephone and represented the company in a professional and businesslike manner. Processed an average of 200 transactions per shifts in a timely manner. Educated customers on products and services. Opens, sorts, and distributes incoming mail and processes outgoing mail. Entering/updating customer information. File customers photo orders. Knowledge of basic office equipment including fax machine, copier and computer.
Accomplishments:
Employee of the Month, May, 2010.

	2014




2009-2013

	
	24/7 Intouch
Customer Service Representative, Aurora, Colorado 
[bookmark: _GoBack]Delivered exceptional service by greeting and serving customers in a timely, friendly manner. Average 250 customer service calls per shift. Calls handle time average ten minutes. Answered/ solved customers billing problems and troubleshooting problems. Educated customers on products and services being offered. Collaborate with team members to give/receive exceptional service. 
	2013

	Education
	Medical Office Support Specialist/Business Skills Certifications 
	2008-2009

	
	Pickens Technical College, Aurora, Colorado

	
	Diploma
Rangeview High School, Aurora, Colorado

	2006-2010

	References
	Furnished on request.


	




