Monique Jenkins
14031 Randolph Place, Denver, CO 80239
Email: hermione_852003@yahoo.com
Phone: 720-219-6428

QUALIFICATIONS	 
· Basic skills, experience and certificate in MS Word, Excel, PowerPoint, Access and Outlook
· Exceptionally fast and accurate data entry skills and order processing experience
· Handling and care of confidential records, plus faxes, phone calls and correspondence
· File maintenance, inventory control experience and strong customer service skills
· Attentive-to-detail with the ability to prioritize and organize
· Positive attitude, flexible, able to work independently to meet goals and deadlines
EDUCATION
Community College of Denver – Denver, CO
    •	Awarded certificate as Microsoft Office Specialist (2010)
    •	Skills development and education in MS Word, Excel, PowerPoint, Outlook, Access
	and other applications.
    •	Currently enrolled in Business Technologies Program leading to AAS degree.
EXPERIENCE
Record Center Specialist		2007 - Present
· [bookmark: _GoBack]Accessing and filing of confidential medical records in the Record Center. Handled phone calls from hospitals and clinics, and fulfillment of immediate needs for specific records to be faxed. Scanned of records into a database. Inventory control. Prioritization and expediting of customer requests. take & relay messages.
 Iron Mountain - Denver, CO  
Data Entry Clerk		2006 - 2007
•	Entered packing slip orders from vendors. Processed orders, filed, and conducted other
organizational tasks.  Specialty Sports Venture - Aurora, CO
•	Entered test kit results into an Excel spreadsheet. Sorted and entered production and
inventory invoices into a database.  Faxed, copied, mailed and emailed test results. 
	Answered phones and take & relay messeges.  Taylor Tools - Denver, CO
· Entered hospital claims into a computer database. Answered incoming phone calls
regarding medical claims status.  Scanned claims into a computer database system. 
	Opened and sent authorization letters.  InNet Inc. - Centennial, CO
File Clerk		2005 - 2006
    • 	Filed documents with taxpayers' social security numbers in numeric order while
	maintaining confidentiality. Input taxpayer information and delinquency accounts into 	the system.  Department of Revenue - Denver, CO
Toll Service Attendant		2004 - 2005	
· Collected cash at tollbooth location. Balanced accounts on a daily basis.
· Provided customer assistance with directions to destinations. Handled and resolved
customer complaints.
· Used MLT computer application to calculate and determine customer charges.
	Mile High Toll Services - Aurora, CO
Mail Clerk		2004
•	Scanned and sorted mail by alphanumeric zip codes. Opened and dumped sacks of mail. 
	Tied and sealed sacks, and affixed labels. Mail distribution.  
	U.S. Airport Mailing Center - Denver, CO


