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Amanda Butler

	Objective

	
	To find a rewarding and challenging position in a diverse organization that will enhance my knowledge, skills and character.

	Professional experience

	
	   2007-2012
          Alere Health                                 Lakewood, CO.

(Worked as a temporary employee for 2 months and excepted a permanent position 6/07)
Care Coordinator II
· Make Outbound and Receive Inbound Calls to and from participants for telephonic disease management and education

· Provide administrative/clerical support for Clinical staff
· Database management. Create and manage spreadsheets/data entry
· Mental Health referral specialist 

· Oversee special projects as assigned 
2004-2007  
              Best Value textiles Inc.              Englewood, CO.
Sales Assistant
· Order Entry Of Purchase Order Requests

· Provide National Sales and Customer Support 

· Assist Account Manger with Various Projects

· Web Based Order Processing

· Calculate Pricing and Discounts for Customer Purchase Orders 

     2003-2004
           U.S. Nursing Corporation             Denver, CO.    
Call Center/Mail Room
· Provide National Customer Support for Traveling Nurses

· Special Project Administrator

· Distribution of Incoming and Outgoing Mail/Packages 

· Provide Completion, Back-up Assistance and Support for Open Projects and Other Departments

     2003-2003
           ADT Security Services                     Aurora, CO.

Technical Assistant Specialist

· Provided Technical Support for Alarm Monitoring Systems in an Inbound Call Center 

· Provided Outbound Call Back-up Support for alarms received 

     2001-2002
           Pelz & Associates P.C.
 Denver, CO.

Administrative Assistant

· Answer 16 Incoming Telephone Lines and Greet All Visitors 

· Provide Clerical, Billing & Data Entry for the Legal Secretaries & Attorney’s 

· Order Supplies, Maintain Conference Room Schedule

     2001-2001
           Get A Grip & Stuff Inc. 
Englewood, CO.

Shipping Clerk

· Picked, Packaged and Shipped Items for Domestic & International Delivery Using UPS Worldship® and FEDEX Powership®

     1999-2001
           T-Netix Inc.
Englewood, CO.

(Worked as a temporary employee for 5 months and excepted a permanent position 07/99)

Distribution Technician (Shipping & Receiving)

· Perform All Shipping & Receiving Duties for The Company 

· Data Entry and Database Administration for Purchase Orders, Sales Returns and Production Departments using J.D .Edwards and H.E.A.T. Call Logging 

· Create Spreadsheets for Daily Logging Purposes, Write processes for Shipping Department, Created Monthly Shipping Cost Reports

· Provided Back-up Functions for Production Department 

     1993-1998
           Lucent Technologies                        Denver, CO.

Account Services Representative 

· Inbound Customer Service Agent Assisting customers in Troubleshooting Large Platform Telephone Equipment 

· Generated trouble Tickets for Issues Reported

· Ran System Configurations for Diagnoses of System Troubles 

· Handled Shipping Requests for Software and Hardware Requests 



	Skills

	
	Windows NT, 95, 98, XP, Office 2000, Office 2007, People Soft( Applications, Great Plains Microsoft Business Solutions(, Allegro, Apollo, Enterprise, Interaction Phone Client System, Avaya Call agent. Microsoft office communicator. Type 35WPM, 7400KSPH-Alpha-Numeric, 9800KSPH-Numeric. Operation of various office equipment. UPS Worldship(, FedEx Powership(, FedEx Ship Manager( Airborne Libra(, RPS Multiship(. Filing, Data entry. I am a quick learner and have the desire and flexibility to learn new things.

	Education

	
	     1989-1992
           Overland High School                       Aurora, CO.
General Studies
· Diploma


