Penny Kee

3809 Mariah Lane

Fort Collins, CO  80525

970-372-9554

pfellerskee@yahoo.com
Professional Profile
Highly organized, dedicated and committed professional.


Work well under pressure while multi tasking.



Resourceful; skilled in analyzing and solving problems.



Detailed and goal oriented, while meeting deadlines.


Take directions and follow through to completion of task.



Ability to learn new tasks and computer programs quickly.


Am a self-starter, who can work independently as well as being a team player.
Summary Of Skills

Customer Service



Inbound and Outbound call center



Up-sell and Cross-sell services and products Sales Goals


Adhere to Average Handling Time Goals



Escalated Call Resolution


Answer multi-line phone system, receive and route calls, prioritize incoming calls


Order Entry for customer orders/Resolving order issues 



Front desk Receptionist



Schedule appointments for patients and phone interview new patients



Supervise Seasonal employees / Backup for Senior in Order Entry Department
Clerical 



Shipping using US Mail, UPS, FedEx, and Airborne Express



Experienced in OrthoSoft scheduling system



Experienced in Open Systems Accounting Systems (OSAS)



Knowledge of filing systems



Responsible for ordering, stocking, and monitoring use of office supplies



Experienced in Microsoft Office including Word, Outlook Express, Xcel, Internet Explorer
Accounts Payable / Receivable and Payroll



Data Entry for payroll on ADP and Paychex Systems, job costing, generating payroll checks and reports



Accounts Payable and Receivable data entry and report generations on OSAS



Prepared billing and maintain account receivables for homeowner’s association



Petty cash responsibilities

Employment History

· Afni – Customer Service Representative – Evans, CO 


ADT Security Services -Technical Data Control - Aurora, CO  

· Dish Network - Executive Resolution Team – Littleton, CO  
· Time Warner Cable - Customer Service Representative – Kimberly, WI  
· School Specialty – Seasonal Question Advocate (Supervisor) – Greenville, WI 
