MARCELLUS COLE
(720)429.2529
marcuscole0695@gmail.com

Batch Print   

                                                            QUALIFICATIONS
· Proficiency for meeting deadlines and accurately entering data so scheduled assignments or special projects can be completed and submitted in a timely manner
· Highly motivated/driven team player that thrives on working in a fast paced environment    
· Highly competitive that can proactively contribute ideas to increase productivity  
· Strong organizational, problem-solving, attention to detail and multi-tasking skills  
· Production and quality awards received for consistency and performance
· Typing (35wpm), 10 Key (9500ksph), Alphanumeric (8500ksph)

· Proficiency using Microsoft Office Products including Word, Excel and Outlook


  PROFESSIONAL EXPERIENCE
Prep/Scan Technician, Mountain States Imaging, Centennial, CO                       Dec 2012/Jan 2013        
· Responsible for all aspects of document preparation and scanning of documents in the Operations Department
· Ensured proper document preparation procedures were followed by updating employees of any changes to customer’s account while assuring quality and accuracy
Mail Room Specialist, Randstad Staffing/Maximus, Denver, CO                          Mar 2012/May 2013
· Prepped and scanned all incoming morning and afternoon mail to be processed; receive on average 150-200 pieces per day
· Reviewed each Medicaid application and supportive documentation to ensure paperwork was properly scanned and ready to be entered into system
· Validated and merged each document to ensure proper classification; submitted applications to appropriate departments     
Field Support Representative, ADT Security Services, Aurora, CO                      Dec 2010/Aug 2011
· Handled 50-75 calls per day from field technicians in order to program and confirm the successful installation or upgrade to residential and commercial security systems
· Exceeded productivity and data entry goals by effectively utilizing time between calls during slower service levels;  updated or modified information on customer accounts as requested via fax or mail
Default Claims Processor, FlatIron Financial/Peak 5, Centennial, CO                Mar 2006/Apr 2010
· Reviewed and processed claims on defaulted automobile loans
· Built relationships with external partners while confirming warranty information and damage assessments
· Ensured all documents and calculations to be accurate by auditing claims before  submitting to lien holders
Activations/Sales Support I, Nextel Communications, Denver, CO                   Feb 2000/Jan 2006
· Reviewed and processed orders by entering specific features or service plan upgrades on all new cell phone orders  for residential and commercial customer base
· Provided troubleshooting, programming and overall technical support on defective cell phones; took on average 50-75 calls per day 



EDUCATION
Pickens Technical College – Aurora, CO – High School Diploma
