
Tasha Bowling
221 S. Japser Cir 25-201  Aurora, CO 80017  (303) 353-9151 Cell (720) 840-9992  tnbowling@hotmail.com

OBJECTIVE 
A professional and challenging opportunity which allows me to provide and utilize my multi-tasking skills.
SKILLS SUMMARY
	Data Entry over 10000+ ksph
10-Key
Customer Service 
50+ wpm
Intermediate knowledge of Microsoft Excel, Word, & PowerPoint
Some knowledge of medical terminology, ICD-9 coding & HCPCS
Over 6+ years in cash handling experience 


PROFESSIONAL EXPERIENCE
United states postal service- Littleton, CO
Mail Distribustion Clerk: 05/2012 –Present
[bookmark: _GoBack]Accept, sort and box the incoming U.S. Mail and shipments via the other carriers according to Mail Services, the Postal Service and the other carriers guidelines, procedures, goals and deadlines.
Complex mailroom work involving sorting, scanning, distribution, indexing of high volume incoming mail. 
Sort mail to correct carrier routes for delivery
Load/unload truck for dispatch at certain times of the day

ESM-Education sales management- Aurora, CO
Education Consultant: 05/2011 –1/2012
Educational interests to programs; establishing which campus would be most appropriate for prospective student’s.  Conducts outbound/inbound calls to prospective students to determine level of interest. This includes matching educational needs.
Overcoming objections presented by prospective student. This includes responding to concerns by reselling advantages of an on campus visit; Adjusting on campus visit to accommodate prospective students availability and needs
Schedules on campus visit for prospective student. This includes negotiating agreed upon on campus visit time; confirming campus location with prospective student.
Conduct follow up calls. This includes rescheduling prospective student who missed on campus appointment.

US BANK- Denver, CO
Proof Operator: 01/2008 – 02/2010
Operate a proof sort machine to sort, list, and prove deposits, debit, and credit items
Encode and balance customer account transactions using document encoding equipment
Balance deposit and reconcile bank account errors when necessary
Ensure quantity and quality standards are maintained to promote effective and 
Proficient customer service

first data corporation- Denver, CO
Check Operations Clerk: 02/2007 – 05/2007
Responsible for taking images of checks off of printer then running them through a machine that divides them into image checks
Prepare the batches of checks for dispatches to various banks 
Meet daily deadlines for dispatching of checks
EDUCATION	
Community college of aurora
Presently attending for Associates/Criminal Justice
GPA: 3.3/3.4
MONTBELLO HIGH SCHOOL
High School Diploma, 2001 GPA: 3.0/4.0	





