LATOYA BECKWORTH
Denver, CO 80207    ●    (720) 404-6272    ●    latoya.beckworth@yahoo.com
OBJECTIVE
Seeking a Data Entry position where I can demonstrate excellent computer skills, organizational skills and strong ability to pay attention to details ensuring documents are processed accurately.  

SKILLS
	Microsoft Word
	Customer Service
	Organizational skills
	Detail-oriented

	Multi-line Phone
	Decision Making
	Filing
	Multi-tasking

	Microsoft Excel
	Time Management
	10 key
	Communication

	Typing 35-40 WPM
	Problem-Solving
	Data Entry
	Dependable



EXPERIENCE
Clerical Support
· Eliminated filing backlog, created new filing system for in excess of nine thousand files and implemented procedures that ensured critical material was easily accessible at all times
· Maintained over two hundred documents daily, filing and organizing case files for fifteen case managers resulting in accurate record keeping and improved customer service
· Followed up with customers regarding recurrent issues to ensure solution implementation
· Created new files, updated existing files to ensure organization of documentation while maintaining customer confidentiality in accordance with Federal, State and County Regulations
· Pulled up to hundred files daily, attaching appropriate correspondence for cases that required Quality Assurance reviews or response to inquiries for fifteen case managers
Receptionist
· Provided clerical support in a busy office by utilizing photocopiers, fax machines, personal computers and voice mail systems to assist staff in meeting deadlines
· Operated a multi-line phone system answering thirty calls per hour timely, and accurately directing calls to staff resulting in improved customer service
· Provided excellent customer service by greeting customers entering the company, determining nature and purpose of visit, and correctly directing them to specific destinations according to their needs
· Processed and prepared memos, correspondence, email messages or documents with correct spelling and grammar, using a personal computer ensuring that formal company policies were followed
· Opened, read, routed, and distributed incoming mail to appropriate worker or department to improve work flow and office efficiency 

WORK HISTORY
Administrative Assistant	Denver Human Services			  11/09-present
Personal Care Provider	Total Long Term Care				  05/04-08/09
Medical Assistant Externship	Leder Internal Medicine				  06/03-07/03
Receptionist	Bayless Companies				  01/00-06/02

EDUCATION & CERTIFICATIONS
Medical Assistant Certificate                     Concorde Career College                                     Denver, CO
GED                                                           Emily Griffith Opportunity School                      Denver, CO
