Meghan Lentz

720-277-2115

meghan.lentz@yahoo.com
Objective:
To obtain a position in which I can utilize my clerical training and customer service skills.  I am looking for the opportunity to learn new skills and grow within the company.

Qualifications
· Data Entry
· Answering phones
· Various office machines
· Filing
· Working Knowledge of Word/Excel
· Email: Thunderbird / Outlook 
· Strong Attention to Detail
· Excellent Written and Verbal Communication Skills
· Excellent Organizational Skills
Professional Experience
UniPath

Denver, CO
August 2011 – May 2013
Medical Lab Assistant / Result Entry Specialist
· Accessioned and data entry in a lab environment

· Entered Cytology and Molecular patient results
· Problem solving

· Experience with Cortex, from creating and updating patient files, as well as reporting patient results

· Prepared patient reports and letters to be mailed out or sent out by the in house couriers.
Contract worker through Randstad Agency

Oracle (Broomfield, CO)
Woburn, MA  01801

March 2010 – January 2011
Order Management Analyst
· Data Entry
· Special projects for OPS Team

· Customer maintenance Requests for both direct and partner business
Contract worker through PrO Unlimited
Sun Microsystems (Broomfield, CO)
Santa Clara, CA 95054

January 2008 – February 2010 
Order Management Analyst
· Data Entry

· Updating accounts or creating new accounts inputting the correct information needed

· Cleaning up & correcting any accounts that have missing information that may have “fallen out” during the conversion from the old system to the new system

· Special projects for OPS Team

· Traveled to Massachusetts, to help MOCA with the conversion from the two systems

· Liaison between one of their biggest service partners (MOCA) & India

· Helping out India & one of our biggest service partners (MOCA) with any questions or problems they have with any requests that are sent to us to be worked
gloProfessional

Denver, Co 80223

September 2005 – August 2007

Customer Service Representative

· Provided customer assistance in a call center atmosphere
· Processed faxed orders, emailed orders, and phone orders into our data system from customers   and outside sales representatives
· Provided conflict resolution and support
· Responded to customer service emails, voice mail orders, and questions consumers may have had about our company/products
· Mass mailing projects, and other small office projects
Sil-Terhar Motors

Broomfield, CO 80020

January 2004-August 2005

 Receptionist 

· Provided customer assistance
· Answered and directed several calls a day to the appropriate department
· Helped customers that came in the building with any questions they may have had, and directed them to the appropriate department
· General office, multi - task responsibilities
Planet Honda

Golden, CO 80401
August 2002 –August 2003
 Title Clerk
· Prepared title work for financial institutions and customers
· Received titles for new and used vehicles
· Prepared daily company bank deposits
· Ordered and maintained inventory for office supplies, business cards, etc
Ulta Cosmetics and Salon

Northglenn, CO 80234

August 2000 – January 2001

March 2002 – August 2002

Customer Sales Representative
· Provided retail assistance to customers for cosmetics, hair care, and other bath and body products
· Updated and maintained product displays
*November 2000 Employee of the Month awarded for positive attitude and customer service skills*
North Suburban Medical Center

Thornton, CO 80229

February 2001 – February 2002
Scheduler / File Clerk
· General office, multi - tasking responsibilities
· Checked in and registered patients for appointments
· Patient care services
· Filed patients x-ray films and medical reports in the patient’s folders
· Checked in and out x-ray films to patient and doctors
Hoffbrau Bar and Grill

Westminster, CO 80005

November 1996 – February 2001

Hostess
· Provided customer - focus, and efficient service in neighborhood restaurant
· Would seat patrons to the appropriate tables
· Cleaned tables as needed
· Assisted the wait and management staff with food and drink orders when needed

· Consistently recognized for outstanding work
Education

1993-1997     Pomona High School                                                  Arvada, CO

1997-1999     Front Range Community College                              Westminster, CO

