VICKI L. JOHNSON	
1419 West Fourth Street * Winona, MN 55987 * (507) 454-0724 * Email: vickilj@live.com

SKILLS
· 
· Customer Service, Supervisory and Office Support
· Excellent Time Management and Problem Solving 
· Microsoft Office (Word, Excel, Outlook)
· Sales Knowledge and Experience
· Excellent Oral and Written Communication Skills
· Effective Conflict Resolution Skills


EDUCATION_______________________________________________________________________
    Western Wisconsin Technical College – La Crosse, WI        
[bookmark: _GoBack]     Data Processing Machine Operations – GPA 3.50                                       
    
EXPERIENCE
     Electronic Assembly – Manpower                                                                                        March 2012 - Present  
· Assist in the assembly of electronic circuit boards
· Inspect product for defects
· Program pacemaker devices
· Assist with packaging of final product

     Registration Specialist – ABR– Gundersen Lutheran                                     November 2011 – February 2012
· Place outgoing calls to pre-register patient appointments
· Assist patient with updating demographic and insurance information
· Trained in Epic/Cadence

Employee Benefits Account Manager – Winona Agency                                  October 2009 – November 2010
· Evaluated client eligibility for benefits, answering claims and billing questions over the phone/email. 
· Assisted clients with reports and spreadsheets that detailed costs, services, and comparisons. 
· Processed medical and dental applications/ renewals advising on COBRA/FMLA policies and changes.
· Presented member materials at employee orientation sessions
· Interpreted and applied policy provisions
    Wireless Sales Consultant  - Alltel                                                                                    June 2007 – March 2008
· Effectively communicated information and answered questions regarding functionality, billing procedures, and usage to maintain a high level of customer satisfaction via outbound follow up calls
· Placed follow-up calls to customers to ensure customer satisfaction
· Performed Inventory procedures and policies
· Performed End of Day bank deposits 
· Cash Handling
    Order Processor – Riverstar, Inc.                                                                                 February 2006 – July 2007
· Customer Service
· Performed quality control and scanned orders into computer to prepare for production and shipping.
· Responsibilities included filing and additional receptionist float duties.
    Family Daycare Owner/Operator – Self-Employed                                                 August 1996 – January 2006
· Responsible for all business management, sales, marketing, and bookkeeping.
· Taught and supervised activities for the development of language, motor skills, and listening skills. 
Hospitality Operator Center Agent/Supervisor – Sprint                         January 1990 – August 1996
· Maintained a high quality of customer service to retain and attract prospective customers 
· Coordinated and scheduled meetings to train employees, review performance, and promote teamwork and communication while administering policies and procedures
· Quality Team Sponsor
