Linda S. Van Every

5344 E. 130th Way
 Thornton, CO  80241
 (303) 254-7423 (home) 
 LSVE1@yahoo.com
OBJECTIVE

I would like to obtain a position as an Office Assistant or Receptionist
HIGHLIGHTS OF QUALIFICATIONS 

· Over five years customer service experience

· Receptionist/front desk experience

· Excellent organization skills, detail oriented

· Utilized UPS WorldShip, FedEx and USPS online

· Microsoft Office

· Excellent customer service and communication skills
· Accurate data entry skills
PROFESSIONAL EXPERIENCE

DISH Network – Thornton, CO




                                                                     2009-2014
Customer Service Representative

· Responsible for handling customer inquiries concerning their satellite services

· Handle a variety of incoming and outgoing calls including:  billing, sales, technical support, and retention

The Christman Company- Lansing, MI                                                                                                                      2005-2009

Office Support/Shipping Clerk           





              
· Performed a broad range of secretarial duties including, but not limited to: answering and operating multi-line IP phone system, data entry, filing, copying, collating, binding, scanning and PDF’s 

· Completed various tasks using Microsoft Office applications, Adobe Acrobat, and the Internet

· Accountable for daily updating of three company databases using Microsoft Excel 

· Received and distributed all mail into and out of company, utilizing UPS WorldShip, FedEx and US Postal Service

· Completed various errands such as purchasing for and setting up all company meetings, seminars, and parties

· Performed regular, daily building maintenance and all other manual labor needed in the building 

· Maintained company archives by updating databases, organizing hard copy files, and discarding unneeded data 

· Upheld and implemented company’s stringent recycling program, averaging 1600 lbs. per month of recycled products 

· Responsible for weekly inventory and maintenance of office supplies, necessary safety equipment for construction sites and kitchen/break room items 

United States Postal Service- Holt, MI



                                                                     2003-2005

 Rural Carrier Associate

· Processed and sorted all incoming mail

· Delivered mail to businesses and residences

· Performed various clerical duties such as, distribution of certified and insured mail, preparation of mail to be returned and sorting of Bulk Business Mail to ensure all important mailings were retrieved

EDUCATION

High School Diploma, Holt High School, Holt, MI

A.A.S. in Computerized Numerical Control, Lansing Community College, Lansing, MI

MILITARY SERVICE

United States Army Sergeant E-5 – Electronic Warfare/Signal Intelligence Interceptor-Analyst
Held Top Secret security clearance
