TERRIE BARROWS

95 East Main Street
Earlville NY 13332

315-691-7117

terrie.barrows@yahoo.com

My goal is to become associated with a company where I can utilize my skills and gain further experience while enhancing the company’s productivity.
HIGHLIGHTED SKILLS:

Excellent Customer Service 





Time Management

Insurance Related Filing, Data Entry, Phone and Computer Skills 

Critical Thinking


Effective Verbal and Written Communication 



Active Listening

Dependable/Reliable






Attention to Detail

Independent Worker/Team Player




Initiative/Eager 

PROFESSIONAL HISTORY:
09/2010 – 10/2012

P.A.K. Construction

Guilford NY

Receptionist

· Answered all incoming calls from customers
· Scheduled appointments to assess jobs
· Input all payments from customers into computer
· Mailed out bills to customers

· Data entry, filing, and faxing
10/2008 – 05/2010

Norwich Pharmaceuticals

Norwich NY

On Site Distribution Supervisor

· Sorted all LDC numbers starting with Puerto Rico and Hawaii

· Received shipment orders for LDC Zip Code Numbers, averaging 750 orders per distribution order

· Labeled and prepared orders for shipment after following proper procedure for documentation of product and shipping location
· Prepared manifest for drivers, confirming nature and amounts of shipments 

· Supervised 6-8 employees and reported payroll

· Directed all communication with carriers and Norwich Pharmaceuticals

· Performed office functions including faxing, photo copying and ordering of supplies

06/2001 – 11/2007
Suite Kote Construction Company
Cortland NY
Flagger

· Directed traffic in a safe manner for motorists and workers

· Operated Dirt Roller and Performed various Laborer  activities

EDUCATION:  

High School Diploma
Oxford Academy
Oxford NY

REFERENCES

Chad Crandall (15 Years)
Professional / Personal

County Rd 18

Oxford NY 13830

(607) 244-1195

Scott Howel (12 Years)

Professional

50 Colvin Avenue #103

Albany NY 12206-1106

(518) 527-2368

Paul Knowles (11 Years)

Professional

507 North Pond Road
Guilford NY 13780

(607) 226-1450

Jodi Hodge (3 Years)

Personal
Albany Street
Oxford NY 13830

(607) 244-8755

