Tracie K. Watson
9440 Hoffman Apt B206
Thornton, CO 80229
aqt523@yahoo
com 
Objective: To provide 10 years of strong administrative, data processing and customer service experience, unifying these skills to meet the corporation goals and vision for success. 
Mark VII Equipment
Call Center: Dispatcher.  11/2012 10/2014       
* Received incoming customer service request
* Dispatched work order request
* Managed technicians work schedules daily
* Dispatched work order numbers to technicians
* Processed average of 75/100 work orders daily
* Processed billing invoices for chemical request
* Verified accuracy of Technicians work performance and hours worked
* Developed strong relationship via e mail and telephone.
* worked closely with billing processor to maintain open order reports
Michigan Business Institute
Internship
* Updated and filed new patients medical records
* Collected co payments, deductibles payments
* Obtained proper insurance and personal information, maintaining confidentiality
* Answered multi system phone line for appointments
Comerica Bank
Administrative Assistant.  7/1999 ~ 08/2008
* Performed administrative duties to 7 loan offices
* Maintained officers schedules, appointments 
* Researched and verified validity of charges on corporate accounts and reports
* Logged daily deposits
* Affirmed trade confirmations 
* Verified new accounts and trade accounts for accuracy
* Processed stock certificates and balanced stock totals



