Susan Boucher
1186 Opal St Unit 102
 Home (720) 690-1596
Broomfield, CO  80020 
susanrboucher@gmail.com


Education

Kaplan College 
Medical Assistant - Certificate
 Denver, CO 

Kaplan College
Medical Office Specialist - Certificate 
 Denver, CO
Front Range Community College
Assoc. Degree - Business Management
 Westminster, CO
Red Rocks Community College
Assoc. Degree Medical Office 2011
Golden, Co
Highlights of Qualifications

· Maintained excellent customer relations and developed customer rapport

· Assume responsibility to complete assignments
· Calm, confident, and composed in tense situations
· Compassionate, committed to helping others
· Excellent attendance, adhere to work schedule
· Equally effective working alone or as a member of a team
· Dependable, hardworking, efficient and highly reliable
· Determined to excel, willing to take on new challenges and responsibilities
Skills and Abilities

· Filing/Editing

· Typing

· Office Procedures

· Customer Service

· Accounting

· Business Math

· Management Skills

· Computer Skills
· Filing, Faxing
· Data Entry
Work History
Kelly Services/ IBM/BestBuy
  Denver, CO
Call Director
02/2011 –Current
· BestBuy Account







    
   Beth Mason, OSS 

· Assisting customers

· Some troubleshooting
· Excellent Customer Service

CCI  IBM/Apple
  Denver, CO
Call Director
10/2011 –01/2012
· Apple Account







          Shauna Strickland, OSS 

· Assisting customers

· Some troubleshooting
· Excellent Customer Service

Bass Pro Shops
  Denver, CO
Retail/Only Seasonal
11/2010 –12/2010
· Women’s apparel

· Assisting customers

· Stocking

· Shipping

· Excellent Customer Service

Great Plains Electric
  Westminster, CO
Admin Asst
01/2010 –09/2010
· Administrative Assistant  

· Front Office

· Some Ar/Ap

· Deposits

· Excellent Customer Service

· 15 Phone Lines 

· Appt. Setting

It’s So Me/Part Time
  Westminster, CO
Retail
02/2009 –12/09
· Customer Service

· Cashier

· Ordering

· Phones

· Staging

REFERENCES

Professional References
Joanne Thompson
Owner
It’s So ME
Broomfield, CO
(303)324-3080
Paul Fazzini
Owner, Farmers Insurance 
6+ Years
Ft. Lupton, CO
(303) 570-6794
Scott Williams

Owner, Great Plains Electric

Denver, Co
720-315-9026
Shauna Strickland

OSS. CCI
Boulder, Co
720-229-4886

