
Michelle tipton

15123 KELLY PL., Denver, CO 80239 

303-371-1288 * 720-365-4364 * mtipton0303@yahoo.com
Experienced worker with 20 years in office management, administrative support, receptionist, data entry and customer service who’s willing to offer versatile office skills and proficiency in Microsoft Office programs.  Strong problem solver who readily adapts to change, works independently, and exceeds expectations.  Demonstrates ability to juggle multiple priorities and meet tight deadlines without compromising quality.  

Key Skills:

Office Management

Spreadsheets/Reports

Front-desk Reception


Records Management

Administrative Support

Scheduling


Travel Coordination

Ten Key/Reverse


Data Entry                                                                                    Payroll                                               MS Word


MS Excel

MS Outlook


MS Access


AS400


Customer Service 
 Work Experience:     

Customer Service Clerk

      06/14-11/14

Spears Manufacturing

Denver, CO

· Processed orders into AS400 system for PVC pipe and fittings that were ordered via phone, fax, email, walk ins or EDI

· Tracked orders and provided tracking information
· Provided current pricing and multipliers to customers

· Worked diligently with various warehouses around the country to determine inventory, expected delivery, and assembly of products.
· Processed Return Authorizations

· Created incidents in ESIS system regarding mis-ships, overages, missing product, damaged product, order entry errors, etc.

· Handled incoming calls and routed to various extensions with the company 

· Displayed exceptional customer service skills, filing and heavy data entry 
Tier 1 Billing and CAS agent
      05/12 – 05/14
Comcast

            Englewood, CO

· Handle small/medium business owner accounts with billing inquiries, concerns, disputes, credits and adjustments on cable, phone and internet.

· Assist with programming, provisioning and troubleshooting of all services.

· Make recommendations of services based on customer needs and make necessary changes.

· Created various worksheets via Excel 2010 to compile customer data for supervisor.

Customer Service Rep. II


03/11 – 05/12
Staples
Aurora, CO

· Assist commercial/contract customers with phone/email orders, tracking orders, product knowledge, research, resolve customer service and delivery issues, billing, interact with sales liaison, account managers and management. 
· Heavy data entry, customer service, follow up, and troubleshooting.
Office Manger



01/05 – 11/10

MoMoney Taxes/Payday Loans

Covington, TN

· Greeted customers and visitors

· Assisted customers with cash advances, check cashing, title loans, and preparation of Federal and State income taxes
· Handled day-to-day operations of center
· Daily cash with drawls and deposits
· Compiled daily, weekly and monthly reports, pie, line and bar graphs including but limited to: deposit and with drawl history, and customer retention using Microsoft Excel 2007 and 2010
· Demonstrated exceptional customer service
Customer Care Representative

10/02-03/05

Cingular Wireless
Memphis, TN






· Assisted customers with billing, activation, equipment and service questions

· Extensive customer service

· Data entry

· Earned excellent marks on performance reviews, with citations for excellence in areas including work volume, accuracy and quality, ability to learn and master new concepts, positive work ethic, and commitment to providing exceptional customer service

Education:
CCD     2014

Denver, CO

Human Services

Kaplan University
 2010

Phoenix, AZ

Medical Office Management
New Horizons 2003

Memphis, TN

Certificate, Microsoft Excel 2000 Levels I & II

Aurora Public Schools 2001
Aurora, CO 
GED

Emily Griffith Opportunity School
 1991
Denver, CO

Home Health Care Certification 


