REMEDIOS M BURNETT

12266 Colorado Boulevard, Apt. 317

Thornton, CO  80241-4211

720-382-3169
July 2007 to July 2011
FLUORESCENT MAINTENANCE CO.

1949 W. 12th Place, Denver, CO  80204-3424

303-893-5532

Customer Service Rep./Night Inspection Program Manager

Fluorescent Maintenance Co. provides lighting maintenance and parts.

As a Customer Service Rep., my duties are to answer the phone and help walk-in customers.  I input service calls, schedule, put together work orders and assist customers.

I am in-charge of the Night Inspection Program.  I oversee six night inspectors.  There are almost 400 properties that are inspected every month.  The Night Inspector’s job is to check each property for lighting outages.  I send out monthly packets which contain layouts of each property for the Night Inspector’s to mark, and then they fax the layouts back to me for processing.  The layouts with outages are either sent out to our customers (via e-mail) for authorization if needed, or I would just put in a service call for repair.

My other duties are:  edit layouts, issue Certificate of Insurance, process checks received for payments.

October 2002 to September 2004

PROVIDER BILLING SERVICES (This company was sold)
Thornton, CO

Medical Biller Data Entry/Customer Service

Input medical bills and contact patience for necessary information to avoid delays of payments.
June 1997 to October 2001
WESTFALL, CASTLE ADVISOR, FIDELITY NATIONAL ASSET MGMT. SOLUTION
(The Company was sold twice)

Eviction Tech

I managed occupied properties, monitored when legal evictions can take place for 15 states.  I dealt with the clients (mortgage companies), attorneys, realtors/agents, former owners, sheriffs, movers and cleaning crew.
