Amber Brown
92 S. Miller Avenue #207
Brighton, CO 80601
Cell: (303)990-0890 
Email: amberbown1306@gmail.com 



QUALIFICATIONS: 
· Work well without supervision
· Ability to prioritize and remain focused 
· Excellent with customer support services 
· Skilled at learning new concepts quickly while working well under pressure
· Hard working and determined 

03/13-Current    Town of Firestone                                        Firestone, CO 
Customer Representative
· Data Entry
· Ordering or purchasing supplies and equipment. 
· Making and receiving phone calls
· Resolve customer complaints
· File, photocopying, scanning/archiving, and faxing
· Cash, check, credit card handling
· Managing water accounts 

EXPERIENCE: 
08/12-01/13     Coram Healthcare                                         Denver, CO
Administrative Assistant /Clerical Assistant
· Data Entry
· Photocopying, scanning/archiving and faxing
· Filed Paperwork
· Handling inquiries and incoming work requests
· Reviewing files and records to answer requests for information

12/11-03/12    Coram Healthcare                                                Centennial, CO      
 Administrative Assistant /Clerical Assistant   
· Data Entry
· Photocopying, scanning/archiving and faxing
· Filed Paperwork
· Handling inquiries and incoming work requests
· Reviewing files and records to answer requests for information

EDUCATION: 
May 2012                   G.E.D                         High School Equivalency Diploma              Denver, CO
[bookmark: _GoBack]May 2012-Current     Criminal Justice        University of Phoenix                                   Westminster, CO

CERTIFICATES:
May 2012    Microsoft Word  
May 2012    Microsoft PowerPoint   
May 2012    Microsoft Excel
May 2012    Microsoft Outlook   

