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	Danielle Groetz Phone: 720-352-7527 Email: daniellegroetz@gmail.com	


Claims Service Associate
April 2013 - present 
United Fire & Casualty Company | Westminster, Colorado 

[bookmark: _GoBack]Process claim submissions. 
Assign claims to appropriate adjusters based on location and severity of claim. 
Create and distribution of correspondence letters, medical billing, records requests, police reports and transcriptions. 
Account payments. 
Certify Insurance Policy's.

Customer Service Manager
June 2005 - February 2007 
Walmart | Thornton, Colorado 

Planned work schedules, according to budgets and workload. Observed and evaluated employee performances. Coordinate and implement activities for staff development. 




EDUCATION
Medical Assistant 
August 1998 - June 1999 
Parks College | Thornton, Colorado 

CERTIFICATION
Notary Public (Colorado)
March 2015 
State of Colorado
Expiration 03/25/2019
SKILLS
Microsoft Word, Microsoft Outlook, Microsoft Excel
Accenture
ImageRight
Transcription
50 wpm
8 Years of experience with inbound and outbound calls
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