	Susan T. Gentry

	5861 E. 67th Ave., Commerce City, CO 80022 (720) 394-0135
[suemart186@outlook.com] 






	Objectives

	Highly motivated data entry, customer support specialist with broad-based computer experience. Resourceful problem solver able to analyze situations rapidly to provide competent solutions. Respected individual who adapts quickly to a challenge, leads by example, and is accustomed to working under strict deadlines. 



	Experience	
Date of Employment :06/8/2013-01/08/2014
National Multi List Service
Denver, CO

OFFICE ASSISTANCE
Answered Phone Lines
Update Listings
Managed the Floor
Faxed And Filed Paper Work
 Input Data and Did YouTube Videos


	Experience
	Date of Employment :10/10/2011-12/05/2012

	Simms Metal

	Denver, CO

	

	Scale Operator
	Accepted payment from customers
Filing customer account paper work
Accounts Payable
Provide information to customer upon request
Provided quotes for potential customers

	

	Experience
	Date of Employment :  05/01/2008-09/13/2011

	Atlas Metal & Iron 

	Denver, CO

	

	Customer Service
	Answered telephones and provided customers information requested
Weighing metal for customer when brought in
Data Entry
Accounts payable
Filing account information 
Faxing information upon request

	

	Experience
	Date of Employment :11/10/2004-4/30/2008

	Certifit 

	Denver, CO

	

	Customer Specialist
	Answered Multiple phone lines
Provided information to customers regarding Inventory and pricing
Set aside merchandise for will call
Preparation of merchandise for delivery
Filing and faxing of account information
Took care of complaints regarding damaged merchandise

	

	Experience
	Date of Employment :  Date 02/14/2001-10/13/2004

	Dupree and Company 

	Denver, CO

	

	Customer Specialist
	Answered multiple phone lines
Scheduling of pick date for customers
Data Entry
Provide customer with Information regarding procedures.
Mailing of Tax Documents requested due to misplacement or delivery driver failed to leave. 

	

	Professional Education
	Dates of Attendance :   2/1/1992  To   5/1993

	A.C.E.S.  Denver, CO

	Basic Computer Certification
	

	Dates of Attendance :
   11/2008    

	City and County of Denver   Denver, CO

	Work Key

	

	Academic Education
	Dates of Attendance :   3/1/1992  To 

	Emily Griffith  Denver, CO

	Basic Studies

	G.E.D.

	

	

	References
References are available on requests
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