	Susan Hupp

	207N 50th Ave. Place
 Greeley, Colorado, 80634 

	(970) 301-4510

	suzymomma@comcast.net

	Objective
	To utilize my talents with a growing Company. 


	Skills
	Front Desk Receptionist
Strong Customer Relations Skills
Supervisor Skills
	Multi-Line Switchboard
Excellent Organizational Skills
Team Player


	
	Computer: Microsoft Word,  Outlook, Excel, PowerPoint 


	Experience










	
Customer Service Rep
Kroll Factual Data
Answer all incoming calls, Assist borrowers and clients with updating information on Credit reports. 


Switchboard Operator
Greeley Medical Clinic (PVHS)
Relief Switchboard, Mail. Page Doctors, Keep updated on-call list current.

Front Desk Receptionist 
Swift & Company  Greeley, Colorado
Greet, sign-in, and direct all customers. Train all new hires for switchboard. Keep records of switchboard hours and absentees. Open and Code mail. Send out timecards. Make files for Benefits.  Answer switchboard when needed. (800 calls per day). Do billing and coding for temps through temp agencies. Keep records of Company functions for HR and PR (Christmas Parties, Company picnics, Flower orders) Collect Money for Fundraisers and Promotions. Order Supplies and maintain front office.

	
     2013-present




     2010-2011




      1999-2009

	Education
	Business Education
	

	
	Aims Community College

	
	Classes:
Forensic Science-Aims Community College
Excelling as a Manager or Supervisor-Skillpath
Dealing with difficult people-Skillpath
How to become a better Communicator-Skillpath
How to Excel at Managing and Supervising people-Skillpath
Excel Level 1-5 Aims
Word 2003- Level 1-5-Aims
PowerPoint Level 1&2-New Horizons
HIPPA Privacy and HIPPA Security Compliance Employee Training-Locton-Dunning Benefit Company



	

	References
	Furnished on request.




