Gerald Richards
7946 North Chase Circle Unit 110, Arvada, Colorado 80003
720.648.5551     Bojanglesgold@aol.com



PROFESSIONAL DEVELOPMENT
•Experienced Customer Service and Data Entry Manager

TECHNICAL SKILLS:
Operating Systems:
Sonsio Tools:
Office Essentials:
Windows 8, Windows 7
Windows Vista
Windows XP
Mac OSX 10.5.8 and above
iPhone/iPad, Android: JellyBean, KitKat
Share Point
Fiat
Angos
Norton Security Suite
Microsoft Word, Excel, Outlook, PowerPoint, Windows Live Mail, Apple Mail, Adobe Acrobat 



EXPERIENCE

Claims Adjuster 		                              Sonsio					          2/2007-Present
•Assist customers over the phone with submitting claims and updating paperwork as necessary
•Performed data entry for dealer enrollments along with managing contract cancellations

Area Specialist		                             Kohls 				              8/2005-3/2007
•Assisted customers with locating merchandise within the store
•Supported management to ensure the proper promotions and inventory were in their proper locations
•Ran a cash drawer to assist other associates with customer purchases and returns

Restaurant Manager        	          Golden Pizza				9/2000-7/2005
•Assisted the business owners with managing the business and accounting transactions each day 
•Worked closely with subordinates to ensure the business functions flowed smoothly to ensure customer satisfaction




EDUCATION

•Arapahoe Community College, Littleton, Colorado, Associates in Business Management Graduated 2014
•Foreign Language and International Business Certificate		                                     Completed 2013




