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WORK EXPERIENCE

Education Sales Management, 6235 S Main Street Suite 200, (2/6/2012-Present)-32-40 Hours per week Education Consultant, Aurora, Colorado 80016

Duties:  Comply with all regulatory standards provided either by the company or our clients. Receive incoming and outgoing telephone calls throughout and eight hour day. Work in office type environment, working at a desk with computer. Serve as initial point of contact for students whom seek information about their educational goals or opportunities. Respond to individual students via telephone providing them the value of education.  Demonstrate exceptional interpersonal and customers service skills while on job. Prepare students for education experiences by allowing them to explore other learning opportunities with our campus. Conduct a brief interview with students in order to obtain all relevant contact information. Verify the accuracy of student’s information to ensure nothing has changed since that last time we spoke with student. Pre-qualify and transfer students over to the appropriate department to provide student with more detail information about campus.  Conduct a more indebt analysis to determine the student’s educational goals if department unreachable for transfer. Setup appointments immediately if unable to transfer. Schedule appointments for students in timely and accurate manner. Verify with student all relevant information about appointment to ensure student understands what is required of them. Reschedule appointments if and when necessary.  Documented interactions with customers recording details of inquiries, complaints, or comments and actions taken

Rhino Staging Incorporate, 3850 Mariposa Street, (1/1/2010-Present)-Hours vary on events held during that month, Stagehand/Truck Loader, Denver, Colorado 80211

Duties:  Follow all safety and guidelines of the organization to complete job functions. Pay great attention to detail. Work within a close proximity amongst my co-workers. Setup/Strike all related entertainment equipment sound, lights, video, set, wardrobe, furniture and any other related show equipment. Build, Modify, or Strike all scenic show elements. Assist co-workers in completing the construction of the stage or stages. Construct set pieces and musical equipment. Assemble all show production equipment on stage. Provide assistance to road crew with video, sound, and lighting before, during and after the show. Organize and keep lighting equipment clean and maintained. Load and unload entertainment related trucks as they come in the beginning and during the show. Load entertainment related trucks once show is done.  Capability to handle loads weighing up to 500 or more pounds while bending, walking, standing or carrying equipment from the dock to the floor. Ensure job scheduled for that day is done in a timely and accurate manner provided efficiently is services.

Cigna Healthcare, 8525 Orchard Road, (7/15/2007-6/29/2009)-40 hours per week , Customer Service Representative, Greenwood Village, Colorado 80111

Duties: Ability to handle multiple line phone system. Provided customer service using proper telephone etiquette. Received incoming telephone inquiries which may have included provider changes, pharmacy questions, Identification card request, network status of provider; whether they considered a preferred provider versus non-preferred provider, claims status, benefit coverage, and general provider inquires. Used personal computer and data processing equipment, and software programs; such as Microsoft Office to complete job functions.  Ensured medical terminology used to relay information to customers was communicated properly. Established the meaning of Current Procedural Terminology and Identification Classification of Disease book 9 codes. Knowledgeable of customers/patient’s rights regarding privacy and confidentiality. Followed all office procedures that pertained to the filing of documents and various materials pertaining to sensitive information. Executed all organization procedures referring to benefits and claims. Determined customers eligibility of services based on health care policy of the company. Provided information pertaining to medical, dental, and vision procedures covered under policy. Provided clear understanding of benefits coverage to prevent any misunderstanding of requested information. Informed customer status of each claim whether it was processed or denied. Provided a full analysis of claims and how they were processed. Ability to handle and clearly explain claims that were more difficult or complex. Researched information and analyzed concerns regarding discrepancies for claims processed incorrectly. Referred to the appropriate department to clarify all claims processed incorrectly to ensure their accuracy and resolve issue when necessary. Provided comprehensive facts of initial problem to ensure a thorough investigation. Summarized pertinent information regarding actions taken to resolve.  Ability to identify customer’s concerns, perform the task required to resolve issue accurately and timely, and follow-up necessary to ensure a satisfactory resolution.  Notified customers of status of claims sent back for review via fax, written communication or by telephone. Documented interactions with customers recording details of inquiries, complaints, or comments and actions taken.  Have knowledge of basic medical Terminology.

Sports Authority Field@Mile High, 1701 Bryant Street, (7/1/2006-12/31/2008)-Hours varied on events held at stadium, Guest Relations/Security, Denver, Colorado 80204

Duties: Provided exceptional customer service for the stadium for private and corporate sectors as well as any public event held at the stadium. Required to be on time at least 4 hours prior to any event held at stadium. Independently trained to make quick and precise decisions while on the job. Provided assistance to any medical staff on duty in case of an emergency. Knowledgeable of CPR and Heimlich maneuver procedures.  Maintained crowd control amongst visitors, patrons, or employees to preserve order and protect property. Informed patrons of rule infractions or violations and helped in apprehending or evicting violators from premises. Evaluated and analyzed suspicious type activities while on the job. Alerted the appropriate departments and personnel when a situation had arisen. Provided all relevant facts to appropriate personnel in order to make a decision to resolve issue. Summarized information and action taken to all parties involved. Required to bend, walk or stand while on the job.  Documented paper work of every detail about the patrons so that if we were to have any more problems in the future we would have their information on file.  Achieved teambuilding skills working with my peers to assure pre-game and security protocol was done. 

Dish Network, 5701 S Sante Fe Drive, (11/1/2004-10/31/2005)-40 per week Customer Service Representative, Littleton, Colorado 80120

Duties:  Served at initial point of contact for incoming calls from customers.  Handled calls relating to satellite television, programming and entertainment services, products and satellite systems/accessories.  Assisted customers with technical, billing and general information requests. Promoted satellite products to include hardware, accessories, and other services that might be beneficial to the customer’s needs.  Followed all organizational procedures to resolve customer’s issues pertaining to services or products.  Troubleshoot to find out the root cause of a customer’s issues with satellite system or television programming.  Determined the cause of error for satellite systems and television programming and took appropriate action. Entered or Input orders, when needed into computer database for services regarding satellite systems. Assured completeness of work order to make sure appropriate procedures were taken.  Informed customers of actions taken when repair was needed for outages regarding cables lines, satellite systems or television programming. Attended to customer’s needs by providing complete customers satisfaction. Documented notes in system to keep track of current problems customer was having regarding services or products and action taken.

Education:
Education: Bachelors of Business Administration, Specialization: Human Resources and Managerial Leadership, New Mexico State University, Las Cruces, NM May 2004

Education: Bachelors of Science, Specialization: Computer Information Systems, Metropolitan State University of Denver, Denver, CO, Not Completed   



