Estancia Martinez

516 West South Boulder Road, Unit C

Louisville, CO 80027

Estanica_martinez@yahoo.com

970-775-1778

Career Objective

Seeking a Clerical position that requires strong communication skills, ability to multitask and has great attention to detail.

Summary of Qualifications

· Organized

· Detail Oriented

· Strong Customer Service


· Efficient Computer Skills (MS Word, Outlook and Excel)

· Medicaid/Medicare Knowledge



· Self Starter

· Flexible

· Compassionate/Out Going

Professional Experience


     Clerical Skills

· Reorganized files for 81 Stores

· Answered and transferred calls on 5 line phone system

· Sorted and distributed mail for an office with up to 25 employees

· Verified Insurance and accepted co-pays

· Scanned and copied documents into an electronic filing system

Customer Service Skills

· Greeted up to 15 clients daily

· Helped clients understand Medicaid/Medicare benefits

· Assisted clients in filling out Medicaid/Medicare applications

· Scheduled and confirmed client appointments

· Heard and resolved complaints and/or inquires from clients

Computer Skills

· Created tracking spread sheets in Excel for items including employee hours, profit/loss, 

gross revenue for 81 stores

· Entered client information into electronic files daily

· Verified Medicaid/Medicare eligibility

· Looked up info via enter net for information about specific locations such as, address, 


       phone numbers, sales information, traffic and profits

· Communicated with co-workers daily through Outlook

· Typed 43 wpm with 10 key touch using Microsoft Word

· Entered no less than 5 invoices for various locations for fixtures, supplies etc.

Work History

 Xcel Personnel

         Temp for PromoTech

 Louisville, Co 

10/10-08/11


Lease Processor/Clerical
Crocs Retail, Inc
               Longmont, CO

12/09-05/10


Medicaid Liaison
Department of Humans Services
      Boulder/Longmont, CO 
06/08-10/08


Externship


Mental Health Center

    Boulder, CO

03/08-04/08


Volunteer


9 News Health Fair

    Boulder, CO

      2008


Receptionist


Mental Health Center                     Boulder, CO

03/01-11/01

Education

  Everest College

 Thornton, CO
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