4376 E. 119th WAY									303-305-9786
THORNTON, CO  80233				             	                      linda.hunnel@gmail.com
                                                                          

LINDA HUNNEL

OBJECTIVE
The opportunity to blend my amazingly accurate data-entry skills and extensive
customer service experience into a productive and rewarding researcher position.

COMPUTER SKILLS
        	     Typing                      53 wpm   0 errors	       Proficient Windows
        	     Alpha-Numeric   9,885 ksph    0 errors	       Proficient Word
        	     Numeric            11,316 ksph    0 errors	       Proficient Excel

WORK HISTORY
February 2012 - present		       Apple One, Inc	      	                Boulder, CO
Receptionist / Administrative Assistant
· High volume data entry of detailed confidential proprietary information
· Data queries regarding item histories pertaining to sales and inventories
· Scan documents; edit image files; confirm ship date and tracking number
· Mail, fax and email billing documents; organize electronic / hardcopy files
· Track, maintain, and prioritize tasks according to deadline requirements
· Edit and correct incomplete data files on special high volume projects
· Function as First Impressions Director with courteous professional demeanor
· Greet guests and vendors; answer multi-line phone system and transfer calls

November 2009 - present		        Argus Companies	      	           Centennial, CO
Event Staff / Guest Registration
· Provide extensive customer service in a high volume environment
· Greet guests and operate proprietary software to register attendees
· Function as First Impressions Director with professional demeanor
· Communicate with guests to ensure their experience is pleasant
· Perform security checks and backstage VIP services with sensitivity

[bookmark: _GoBack]October 2009			         Unemployed		            Louisville, CO			
July 2008 - September 2009	         First Transit, Inc.	      	            Longmont, CO
Bus Operator
· Extensive customer contact  in a high volume public service environment
· Performed pre-trip safety inspections, completed all DOT vehicle trip forms
· Utilized time-management skills for punctual arrival and departure at all stops
· Safely boarded and de-boarded passengers in accordance with ADA policies
· Contacted dispatch regarding emergency route deviations or safety issues

October 2006 - June 2008		         Emergency Courier Services    	   Boulder, CO
Medical Courier
· Memorized 900+ doctor names/addresses to facilitate efficient distribution
· Timely pickup and delivery of mail, medical records, x-rays, pharmaceuticals
· Maintained hospital and patient confidentiality according to HIPAA policies
· Communicated with dispatch regarding special priority (STAT) deliveries
· Provided exemplary customer service to hospital personnel and the public

February 2001 - October 2006	          Inventory Auditors                             Denver, CO
Inventory Counter / Accounts Payable Clerk
· Conducted physical inventories utilizing portable calculator / scanner
· Matched invoices to purchase orders; processed high volume invoices
· Audited monthly expense reports for 20 branch managers and CEO
· Assigned general ledger account codes; maintained bank balance ledgers
· Processed A/P and executed weekly check run in preparation for signatures
· Filed all office documents; answered phone; greeted guests and visitors

August 2000 - February 2001	           Rental Service Center                    Thornton, CO
Customer Service Representative
· Assisted customers with construction tools and equipment rental; cashiered
· Operated proprietary software to locate available equipment and inventory

August 1999 - August 2000	           Whole Foods Market                       Boulder, CO
Grocery Team Member / Bulk Food Buyer
· Extensive customer service in a fast paced and high volume retail environment
· Ordered and stocked merchandise on retail sales floor; maintained stockroom
· Managed inventory of bulk food stock; created inventory tally sheets in Excel
· Prioritized and assigned daily tasks for bulk food team members

September 1997 - August 1999	            SCC Communications                    Boulder, CO
Data Integrity Analyst
· Data-entry and maintenance on 911 databases used by Emergency Services
· Researched and resolved high volume service order issues in timely manner
· Maintained professional demeanor in stressful and emergency situations

January 1997 - September 1997	 	Adecco                                           Boulder, CO
Data Integrity Analyst
· SCC Communications required training and placement through this agency
· Completed requirements; hired as full-time SCC Communications employee

May 1994 - January 1997			NeoData                                     Longmont, CO
Data Entry / Label Coder
· High volume data-entry of magazine subscriber information with accuracy
· Operated proprietary software to generate address labels for subscriptions

May 1975 - April 1988			 Safeway Stores, Inc.                     Boulder, CO
Retail Grocery Clerk
· Extensive customer service in a fast paced and high stress environment
· Cashiered with responsibility for speed and accuracy; bagged groceries 
· Ordered and stocked sales floor; maintained proper rotation of product
· Maintained backstock at minimal levels to maximize utilization of storage
· Receiving:  matched purchase orders with invoices; verified unit pricing

EDUCATION
Boulder High School  –  Boulder,  CO
Graduated with 3.8 GPA on 4.0 scale
