Brooke Barton                                                                                         651-380-9120

22 Hillwood Circle                                                                     bbpbarton03@gmail.com

Lake City, MN 55041

Job Objective: Administrative / Bookkeeping   
Qualifications:  Fast learner, organized, friendly, honest, office skills (Microsoft Word, Excel, Outlook, Quick books. I have much experience in many fields and I am always willing to learn something new.  Been, doing customer service and administrative work for over 10 years. 
Employment History:

Bic/ Norwood – April 2011- Nov 2011   Customer Service Rep/ Claims resolutions 
-  General customer service duties; Making the customer understand our products, setting up quotes, giving pricing, rushing orders. 

- Claims/ Resolutions; Help come up with solutions that made the company and customer happy with their order, investigate orders on what went wrong, Issue reruns, Phone orders. 

- Investigate Resolutions; Use computer programs Mac Pac, Portal, Docuware, and Microsoft Excel. 
- Issue credits for bad orders, Debit memos, UPS tracers, tracking packages, Intercepting packages. 

Lake City Medical Center- March 2009- December 2009 Temp- Business Office
- Debt collections; set up payment plans with each individual customer that met their needs as well as the companies. 

- Run reports to send out billing every month, send debt letters, make spreadsheets for all customers and their payment requirements’. 

- Submit claims to insurance, analyze information obtained, and order entry for submitting claims. 
- Order entry for many different projects, to help out other co workers. 

Gillford Mutual Insurance – August 2008 – September 2008 Temp- Office Secretary 
- Office secretarial duties- faxing, answering phones, taking messages. 
- Routine office responsibilities; Bank deposits, filing, making appointments for boss, as well as other agents. 

- Assisting with submitting new claims, helping customers choose the right plan for them.

- Filing many documents and confidential information for each and every agent. 

Wabasha Marina & Boatyard - February 2008- May 2008     Office Secretary 
-  Normal office duties; Accounts payable, receivable, bank deposits
- Computer programs used; Microsoft word, excel, power point, Quick books, Point of sale. 

- Marketing of a ship store; Design new layouts every month, help with ordering new merchandise to sell, sales.
- Schedule appointments for mechanics, as well as boaters who need maintenance, summarizing, winterizing. 

Marine Specialties- April 2007- Oct 2007     Office secretary 
- Organizing many spreadsheets; boating seasons, summarizing, winterizing. 

- Office duties; Faxing, answering phones, accounts payable, accounts receivable, bank deposits, making/ taking appointments, ordering merchandise for company and or customers. 

- Assisting with summarizing, and winterizing boats. 

Affiliated Credit Services – January 2005- January 2006 Debt Collector 
- Make inbound / outbound phone calls to customers.
- Help work with customers on a reasonable plan to resolve their debt.

- Debt consolidations, bankruptcies, payment plans, settlements. 

- Was awarded top collector for Target, many certificates. 

Schooling: 
University of Phoenix – Online Campus –

Associates in Medical Administrative/ Medical Records

Grad Year 2013 
Minnesota School of Business- ½ yr completed 30 credits 

Degree- Legal Administrative

Classes- Microsoft Office Professionals, Practical computer Literacy

Lincoln High school Graduate- 2003 Generals 

- Web page programming, keyboarding

References; 

Lorie Voigt Shueller- Detention Deputy Olmsted County- 507-259-7189


Sherri Whitney- Business Office Lake City Medical Center- 651-212-8118


Nadalie Gifford- Claims Resolutions BIC/APP - 715-790-3897

