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Rocio Moreno 

	Objective

	
	To obtain a challenging and rewarding position where my skills will lead to future advancement within the company.

	Summary of qualifications

	
	Multiple years in Customer Service in person and by phone.  Fast learner and able to communicate and get along with others.          
 



	Work experience

	
	September 2007
- Present        Barclay Capital
Boulder, CO

Paralegal

· Transcription of consumer income statements and expense reports.  Assists in analyzing the probability (on the part of the consumer) to pay down their tax liabilities through vagarious preparation and scrutiny of financial statements.  Negotiate consumer tax liabilities and establish resolution to those liabilities directly with the Internal Revenue Service.  Construct and submit installment terms to the Internal Revenue Service via “Offer in Compromise and Installment” proposals.  Facilitate and monitor consumer payments.  Regularly attend meeting collaborate with team members on assigned projects such as the creation and completion of internal process documentation. Worked as Jr. Associate with one assistant and on multiple member teams. 
June 2004 - July 2007        Longmont Clinic
Longmont, CO

Patient Registration 
 ▪ Registered new and existing patients for appointments.  Input personal and insurance billing information. Created billing slips for patient procedures.  Out bound calls to Insurance companies to verify benefits and coverage eligibility.  Placed orders for medical records. Volunteered for flu shot clinic and fundraisers.  
September 2001
- October 2003        McLane Western
Boulder, CO

Human Resources Benefits Clerk
▪ Administered all employee Insurance Benefit Enrollments including Health, Dental, LTD/STD, 401K.  Conducted New Hire Orientation on a weekly basis and yearly Open Enrollment Seminars.  Monitored all Insurance invoicing and cancellations.  
▪ Actively participated in the hiring of potential candidates.  Tasked with filing of new hire documentation and keeping existing employee documentation current.  Organized and execution of new hire orientation engagements.  Regularly conducted monthly safety meetings.  Coding and processing of customer invoices.  Processed credits and performed bank deposits.  Maintained company DOT records and administered drug screening appointments for all departments.  
▪ Organized Company Picnic, fundraiser events and employee appreciation events. 

	Software /SKills

	
	Adobe Acrobat                  Excalibur
Outlook                        Internet Explorer

MS Office                          MS Vista

Lotus Notes                      PeopleSoft

Windows XP                      

10-Key (by touch)              Ability to multitask

Detailed Oriented              Personable

Team Player

	languages

	
	Fluent in English and Spanish


