Annie Almanzar
4431 Madison St NE, Columbia Heights MN 55421
 (612) 219-2122, readingqueen_12@yahoo.com
 
 
Work Experience
 
DDS: 5/23/12-present

· Position: New Store Specialist 
· Setting up new store locations
· Placing new store orders

· Verifying shipping dates with warehouse and carrier

· Providing confirmation to customer with delivery information

· Following up with customer on missing or damaged items

· Running reports
· Position: Bilingual Customer Service Representative (05/12-07/13)
· Answering 75-100 calls daily and documenting issues in CSRM
· Releasing and entering customer orders in Raven
· Running weekly Microsoft Excel reports to track lost packages for specified customer
· Providing follow-up via phone or e-mail on pending customer issues
· Working with internal buyers/account executives and external vendors 
Masterson Personnel Inc.: 11/15/10-03/06/12

· Position: Recruiter
· Staffing temporary workers on assembly lines at General Mills (11/10-09/11)
· Entering payroll into Excel spreadsheets
· Documenting employee files through TempWorks
· Taking and entering applications into TempWorks
· Verifying employment eligibility using E-Verify
· Conducting background checks using BCA and other systems
· Filling customer orders 
· Making 40-60 calls daily during peak order filling season
Children’s Dental Services: 2/12/07-11/12/10

· Position: Public Health Outreach Specialist
· Attending health fairs and oral health screenings in schools and other public sites
· Receptionist duties: helping families apply for medical assistance and payment plans
· Checking in patients, scheduling appointments using Dentrix
· Entering patient chart info electronically into Dentrix
· Verifying insurance eligibility on a monthly basis
· Providing set-up and tear down of mobile dental equipment
CitiFinancial Auto: 5/19/03-11/13/06

· Position: Bilingual Customer Service Representative
· Answering 60-100 inbound calls daily from auto loan customers
· Documenting customer calls into AS 400 and AutoPro
· Accepting phone payments
· Providing customer follow-up via phone and e-mail
· Assisting bankruptcy department by interpreting for collectors via phone
Work-Related Skills and Experience
· Microsoft Word, Excel, Outlook, AS400, AutoPro, Dentrix, Tempworks
· fluent in Spanish
Education
· Bachelor of Arts in History and Spanish/Portuguese, University of Minnesota-Twin Cities, December 2000
· Master’s Degree in Human Resource Management, October 2012, Keller Graduate School of Management
Salary Request: $17.50/hr
