DIANE M. HILL

12266 Colorado Blvd., Unit 313
Thornton, Co   80241

Objective:


Administrative, clerical

Work Experience:

SOS Staffing – Brighton, CO  


August 27-September 26, 2013


October 21-November 1, 2013

Office clerical help including scanning, emailing, filing, stuffing envelopes for Cougar Land Services.

National Flood Services, Kalispell, MT


June 5, 2000 – May 20, 2011

Data entry and underwriting of flood insurance applications; customer service and maintained files. 
Education:


Adams City High School, Commerce City, CO  - diploma


 Brigham Young University, Provo, UT – no degree
References:


Available upon request.

Skills:


Typing 95+ wpm, customer service


Data entry 10,000 kph, 
Scanning


Filing, Copying, Faxing, MS Word, 


Excel
