Jeralyn Kay Standing Elk
11515 E 13th Ave #102
Aurora, CO 80010
[bookmark: _GoBack]Home 720-532-0584
jeri.standnelk@gmail.com

Objective:	Seeking a customer service representative position

Experience: 	Wyoming Corporate Services				03/2010-12/2010
	Customer Service Representative			Cheyenne, WY
· Made collection calls to clients for annual or quarterly services
· Daily and weekly data entry to Microsoft Excel
· Accounts receivable
· Daily monthly and quarterly bulk mail
· Maintained a monthly quota with entire collection calls
· Directed calls to appropriate persons
· Used an email system communicating with co-workers and customers

Northern Arapaho Tribal Industries			08/2008-03/2009
Customer Service Representative/Receptionist		Riverton, WY
· Greeted visitors, applicants and customers and clients
· Answered multi line phone
· Directed calls to appropriate person or department
· Faxed documents
· Assisted with hiring process
· Made calls to applicants that needed additional documentation
· Updated applicants with the hiring process
· Scanned all types of documents
· Used copier, scanner, fax machine
· Data Entry

Center Partners 					04/2006-04/2008
Customer Service Agent					Fort Collins, CO
· Answered inbound calls for Qwest billing for the Omaha and Arizona area
· Upsold customers phone packages or direct television packages 
· Started customers with new telephone and television packages
· Maintained a professional manner during all calls
· Established a rapport with the new and existing customers
· Kept a quota while also keeping a commission
	
Holden Marketing Services				08/2004-03/2008
Customer Service Representative			Denver, CO 
· Answered inbound sales and billing calls for Oreck
· Established a rapport with new and existing customers
· Maintained a professional manner during all calls
· Took orders for customers that needed Oreck household cleaning supplies
· Gave product information to prospective customers 
· Data Entry
· Kept a quota while also keeping a commission

Carl Corporation					07/2000-03/2001
Customer Service Representative			Denver, CO
· Answered customer calls and filled document orders
· Delivered customers documents via fax, mail, overnight Fedex or UPS
· Accounts receivable checks, credit cards and shipped receipt
· Shipped monthly invoice to customers
· Data Entry
