Amber D. Lucero

4474 Everett Drive, Wheat Ridge, CO 80033 

Phone: 720-371-4118

amberlucero05@gmail.com 
Summary of Qualifications

I am a very dependable person with the urge to always learn new skills and tasks to better myself as well as the company.  I am a fast learner, ready to take on new challenges and always wanting to stay busy.  I have 9 years of computer experience, 7 years of Clerical/Administrative experience, 5 years of Customer Service experience, 2 years of Managerial experience and training as well as 4 years of training in the Health Care field clerical and clinical.

Education

*Community College of Denver

Denver, CO

August 2002-May 2003

Degree: N/A (Prerequisites) 

*Iver C. Ranum High School

Denver, CO

August 1998-May 2002

Degree: High School Diploma

GPA: 3.2

Employment History

*Denver Health Medical Center

Denver, CO


February 2011-Present


Clerical Support Specialist III  (Accounting Dept.)
Duties: Process invoices to meet vendor terms. Review, calculate and process invoices to generate vendor payment checks. Data entries of invoices in an automated payable system, image documents, reconcile reports, reconcile vendor statements in a timely manner and ensure that accounts are kept current.  

November 2007-February 2011

Ward Clerk/Clerical Support Specialist II (6A Med/Surg)
Duties: Perform a variety of Clerical duties for the unit. Such as; transcription of 

Physician's orders, order entry, admission, discharge and transfer preparation, telephone and call

light reception, filing, provide excellent customer service to the unit, patients and visitors. 
*Forward Air     


  Denver, CO





July 2005-November 2007

Office/Imports Manager
/Customer Service Agent

Duties:  Office/Imports Manager:  I worked closely with the United States Customs Office to get foreign freight cleared when coming into the United States from other countries, I updated customers of Inbond freight arrival and the procedures that needed to be taken to clear the freight, I worked with Customs Brokers in making sure that freight was cleared in a timely manner, prepared paperwork/documents to be stamped into the customs office, I maintained an organized filing system for easy access to information, accounting duties (A/P & A/R), weekly payroll, prepared & mailed out monthly invoices.  I was responsible in supervising the Customer Service Agents, which merely consisted of 4 employees; I was their Manager as well as leader and confidant. I Held training sessions for new employees and helped organize benefits for the company. I was responsible for payroll for all Denver Forward Air employees which was about 30 workers, and responsible for handling all office matters in a professional mannerism, to ensure company and customer satisfaction. 

Customer Service Agent:  Answered all incoming calls, handled domestic freight paperwork by preparing the bill of ladings, updated customers with arrivals, tracked freight from destination to destination, filing, cash handling of payments received, upselling of the company’s products and promoted available services.

* Bill Barrett Corporation

Denver, CO

October 2003-June 2005

Land Administrative Assistant
 (Contract Position) 

Duties:  I assisted the Lease Analysts & Division Order Analysts in filing, mailing out monthly rental payments, prepared certified return receipts, preparing correspondence, ran monthly division orders through a mail merge system, assisted when needed with all clerical duties. 

Computer Skills

Knowledge of Microsoft Office, Outlook, Word, Xcel & Power Point. QuickBooks,  AS400, Labor Workx, SMS , POE, Navicare, Tele Tracking, Excalibur, Tab Quick, PeopleSoft, Centricity, IKnowMed, Meditek, Lawson, EDM.

Office Equipment: Computer, copy machine, fax machine, postage machine, 10-key by touch, switchboard.
