Charlene C. Sierra
3736 E. 124th Ave., Thornton, CO 80241
303-450-6073 (H) 303-478-4719 (C)
charmaine_sierra@q.com
[bookmark: _GoBack]
SUMMARY OF QUALIFICATIONS

I am a seasoned professional with proven success in office management and administration.  I possess excellent communications skills and easily and professionally interact with superiors, clients, vendors, and staff.  Experience with the Microsoft Suite.

PROFESSIONAL EXPERIENCE

Office Management
· Customer service, multi lined phones
· Experience with billing, invoicing, office supply vendors
· Vendor management

Administration
· Computer experience/skills
· Office software experience/skills
· Office equipment experience/skills
· Writing Policies & Quoting Rates
	          
WORK HISTORY




Wellpoint – Denver, Co 						9/2014- Current
Broker Services 
Inbound calls
Temp Position


Urban Lending Solutions – Broomfield, CO				6/2012-6/2013
Assign CRM to help customer with foreclosures and modification
Temp Position

Wellpoint – Denver, Co
Customer Service 							9/2011-6/2012
Outbound and Inbound calls 
Temp Position

Aflac – Littleton, Co 							3/2011-2010
Customer Service Associate
Licensed to sell Heath Insurance



Burlington- Lakewood, Co						10/2010-3/2011
Department Lead

Kohl’s – Thornton, CO						10/2007 – 7/2009
Department Supervisor

Macy’s – Broomfield, CO						09/2006 – 10/2007
Team Lead Assistant

Denver Public Schools – Denver, CO					08/2005 – 5/2006
Paraprofessional

Horan & McConaty funeral Services	- Denver, CO			12/2004 – 8/2005
Receptionist

Rocky Mountain Fire and Safety, a Cintas Company			5/2004 – 8/2004
Receptionist and Administration

Encoda Systems AKA Columbine JDS – Denver, CO		4/1997 – 08/2000
Operations Specialist

Chapel Hill Mortuary – Littleton, CO					1996 – 11/1997
Office Manager

Newcomer Family Mortuary – Denver, CO				1995 – 1996
Office Manager

EDUCATION

Red Rocks Community College - Associates Degree in LAN Administration
Licensed with the Colorado Division of Insurance 4/13/2011

