Debbie T. Kinnel

6433 S. Havana St # A Englewood, CO  80111

dtkin291@yahoo.com

720-937-3695

OBJECTIVE

Seeking a challenging Administration Associate position in a dynamic and energetic company with the opportunity to contribute and learn new skills that will enhance the company’s operations.

SUMMARY OF QUALIFICATIONS

Dedicated Insurance Assistant with a successful twenty-year track record performing a supporting role within a team environment.  Detailed-oriented with multi-tasking abilities to balance competing priorities and deadlines.  Accustomed to handling sensitive, confidential information.  Demonstrated history of producing accurate timely data entry and documents. Diplomatic and tactful with professionals at all levels.  Known for quality and timely completion of projects. Well-organized and able to work independently, recommended ways to better the department for efficient workflow with excellent organizational and verbal communications skills and able to multi task.  Provided support and training to new associates in the department when hired.

EXPERIENCE 
Colorado Casualty Insurance Company * Centennial, CO

Insurance Assistant Jan 2006 to December 2011

· Supported the department using skills and business knowledge to correspond and process insurance transactions providing customer service and support efforts to acquire and retain profitable business.

· Reviewed incoming new business applications for accuracy and appropriateness and followed up with underwriters for missing or questionable data.

· Provided timely accurate data entry input logging in new business applications for underwriting managing a high volume workload on a daily basis.

· Prepared and mailed cancellation, nonrenewal, conditional renewal, and reinstatement notices on policies with varying complexity daily.
· Ordered Motor Vehicle Record reports required for new business and renewal policies.

· Performed other related support duties as scanning documents, faxing, processing mail logs, Iron Mountain, photocopying, and back-up support as needed.
Crum & Forster Insurance * Englewood, CO

Claims Administrative Assistant Aug 1996 to July 2005

· Maintained and organized filing system for claims, human resources and accounts payable departments including indexing for proper filing and research.
· Received and inputted incoming claims daily into computer database for adjusters.
· Proficiency in use of a P.C. using Windows XP, Excel, Access, Word 2000, Lotus Notes, and Outlook.

· Prepared folders and filed correspondence and other documentation related to files as required.

· Supported the department with typing letters, memos, assisting with projects in a timely professional manner.

· Provided clerical assistance to claims adjusters as needed by faxing, copying, and making payments on claims.
· Assisted with answering phones and handled calls in a professional manner and forwarded as needed for appropriate handling.

· Created and maintained spreadsheets in database.
· Prepared and processed claim checks for signature and payment as well as client billing and tracking invoices.

· Kept confidential information per office procedures and guidelines.

· Received, sorted, and delivered all incoming mail and packages to the departments including Folding, stuffing, and mailing of bulk mail projects.
EDUCATION

East High School, Denver, CO

PROFESSIONAL TRAINING

Crum and Forster Commercial Insurance

Certificates obtained for Assistant Underwriter in insurance related business practices as well as in Microsoft Office, Outlook, Adobe Acrobat, Excel and company related computer systems and applications.

New Horizons Workshops

Introduction to Excel * Excel 2000 – Level 1 * Word 2000 Level 1 and Level 2


