Janean Lacey

1436 Osage St.  Denver, CO  80204  (720) 882-3958 Janean.Lacey@gmail.com


Objective 

To obtain a part time position. Where my extensive years of Customer Service, Computer, and Office Skills can be utilized. 
Profile 

Motivated, personable Business Professional  who is perusing an Associates degree and a successful 10-year track record of outstanding customer service. Talent for quickly mastering client’s needs and concerns – recently completed Microsoft Office Suite certificate course. Accustomed to handling sensitive, confidential records. Demonstrated history of producing accurate, timely reports for meetings and file audits. Flexible and versatile. Ability to maintain a sense of humor under pressure. Poised and competent with demonstrated ability to easily transcend cultural differences. Thrive in deadline-driven environments. Excellent team building skills.
Skills Summary

	· Office clerk

· Report Preparation 

· Written Correspondence

· Computer Tech Support


	· Computer Savvy

· Cash Handling 

· Scheduling

· Marketing & Sales
	· Data Entry 

· Professional Presentations

· MS Office Skills

· Event Planning




Professional Experience
US Based Techs                                                                                                                   09/2012-03/2013
· Maintain client’s and employee records and produce reports for file audits

· Organize and prepare documents for New Hire Trainings
· Research and recommend resumes for New positions
· Office assistant to 10+ people
· Light Accounting duties such as, Chargebacks and Refunds
· Aswers clients phone calls, emails and faxes

· Responsible for all set up for all trainings and/or events held at Work site.
Denver Housing Authority- Office Clerk                                                                                       08/2009-05/2012
· Maintain client’s records and produce reports for file audits

· Organize and prepare for multiple trainings 

· Research and recommend clients for different employment positions

· Office assistant to Service Coordinator and O.S.H.A. certified trainer

· Notify clients of new trainings and upcoming events

· Answers clients phone calls, emails and faxes

· Responsible for all set up for all trainings and/or events held at Thomas Bean Towers

· Thomas Bean Towers is Senior Living Facility 

      Nelnet Student Loans-Call Center Representative                                                                                    12/2008-07/2009
· Inbound/outbound call center for Federal Student Loans

· Maintained personal contact with borrowers

· Prepared special request such as, forbearances, deferments on borrowers federal loans

· Notified borrowers when services were completed

· Accepted payments via credit cards ranging from $50-$50,000 plus daily

· Answered up to 200 calls per day

· Resolved borrowers complaints, handled requests for refunds, exchanges and account adjustments.

University Of Phoenix Online– Denver, Colorado

A.A. - Small Business and Entrepreneurship                       University of Phoenix                                     01/2013
