       Christine R. Brooks

                                                                                10150 E. Harvard Ave E735

       Denver, CO 80231

                                                                Email: tini2334@yahoo.com
                                                                          (720) 275-1826

Objective:  Working in Customer Service where I can utilize my skills, and to be able to advance into a position where I am able to enhance productivity, and increase efficiency within the company. I have customer service experience and I readily qualify for this position.

Work Experience:
HSS








November 2010- May 2011

Customer Service

Maintain security when customers enter the city and county buildings. Directing customers to where they need to go. 

Screening bags and customers on daily bases and making sure the building is safe.

PRG (TEMP)







August 2010- November 2010

Customer Service (Outbound Call Center)
Input and maintain an accurate computerized customer and work order database. Resolve 100% of daily work orders. Handle customer questions, complaints and inquiries in an expeditious and professional manner. Contact customers to follow up on issues or questions. Must meet or exceed the minimum performance standards.

O’Reilly’s Distribution Center





January-2010-August 2010
Outbound Material Handler

Maintaining shipments that come from stores, F-codes, shrink-wrap, spreadsheets, stocking items, Shipping and Receiving. Doing f-code for stores so the customers can pick up the damaged goods. 

National Business Center 






November 2008-April 2009
Administrative Assistant


Maintained mail, data entry, and complete invoices in timely manner and checking the fax machine to make sure invoices got to the employees. Monthly bills entered into the data entry on an excel spreadsheet. Worked on Lotus software.

Denver Hospice- 240hr Externship 





October 2008-November 2008
Medical Assistant

Maintaining vital signs, urinalysis, transferring patients, adminstration of medication, Phlebotomist, and front office answering calls.

Swissport Cargo Services






February 2007- October 2008
Office Traffic Agent, Dangerous Goods Specialist

Helping customers with getting, shipments out and in. Helping vendors with customer service related issues. Shipping and Receiving, Dangerous Goods Screening .Each shipment that goes out, driving to the airport to send out invoices.

Old Navy







September 2006-February 2007
Logistics

Responsible for shipments and tracking of products, accuracy of stock count, maintain display of merchandise. 

Helping customers with checking out, and assisting with any other customer service related issues.

Independence at Home






January 2006-September 2006
Personal Care Provider

Provided home healthcare at client’s home to administer medication, proper diet, bathing, clothing, and hair. Maintained home doing dishes, vacuum, dust, swept and mopped.

Skills:

Venipuncture               ICD9 and CPT’s                            Filing Charts 
        10- Key by touch

Medical Term              Urinalysis
                            Spirometry

        IBM Typewriter

EKG’s
                     Requisition Forms                        Rapid Strep Tests
        Basic Computer Skills
       

Vital                            Calculations                                    Pregnancy Tests                  Word

Casting                        Administration of Medication       Telephone Etiquette             Excel 

Business Math             Microsoft Word                             PowerPoint                         45-55 WPM

Education:

Concorde Career College
             




                          December 2008

Medical Assistant

HIPAA

AHA Healthcare CPR Professional

First AID          OSHA
