Maurice D. Clayburn
15441 E. Princeton Ave
Aurora, CO 80013
(303) 642-5810 or mclayburn@gmail.com
 
OBJECTIVE: 
A position within the company utilizing my experience, knowledge, analytical ability and 
Communication skills for the benefit of an organization. 
 
SUMMARY OF QUALIFICATIONS: 
Successful record of positive interaction, training, and team support leader
Excellent time management skills
Excel at phone and interpersonal communication skills
Effective at timely problem resolution, and data entry proficiency

PROFESSIONAL EXPERIENCE:
 
Level3 Communications US Business Group Lone Tree, CO 
Customer Service Specialist 06/2015-Present
· Handle incoming calls and email requests into the Customer care center. 
· Provide best- in-class customer service experience using strong communication skills.
· Focused on resolving the caller’s concerns at 1st touch while proficiently multi-tasking.
· Ensure account security and manage caller expectations by acknowledging concerns      with professional rapport.
· Data entry using multiple programs for customer requests for billing, order processing, & payments and other various telecommunication inquiries
· Completed training in Ops Academy for Level3’s global network

24-7 In touch, Inc. (Netflix) Aurora, CO 
Customer service / Data entry CSR2 08/2013-12/2014
· Assisted with incoming calls for client needs/ executing Netflix values
· Utilized multiple programs at one time Windows 7,8,8.1 as well as IOS systems 
· Experience with all Smart TV’s, and various electronic, internet-ready devices 
· Communicate with global customer base while overcoming language barriers	

Project Resource Group PRG/ Pin Point Staffing Englewood, CO 
Customer Service 08/2012-11/2012
· Data entry for emergency calls for LAN lines with Comcast Cable
· Outgoing calls to customers for phone verifications
· Data entry using multiple programs; Windows 7, USPS.com, Google maps, and County/city searchers
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WellPoint Inc/Anthem Blue Cross Denver, CO 
Health Outreach Specialist 09/2011-08/2012
· Consulted with Anthem Blue Cross Blue Shield members on health insurance programs included in coverage 
· Handled outgoing/incoming calls to enroll in benefits/ claims for insurance pay out
· Worked closely with Medicaid members for extra coverage 
· Data entry using Microsoft Outlook, Windows 7, Excel spreadsheet and GAD systems    
 
Service Magic Inc. Golden, CO 
Sales/Customer Service 10/2009-09/2011
· Contacted business owners and personal contractors for sale of marketing packages
· Consulted with State Departments for proper licensing, permits in all states
· Data entry using Excel, and Windows 7 
· Outgoing/incoming calls, managing residual income of sales and client needs during service month

UPS Logistics Denver, CO 
Customer Service/Dispatch 08/2007-11/2009
· Dispatched Drivers for prompt delivery of computer and medical hardware
· Communicated daily with customers, drivers and vendors
· Data entry using Microsoft Word and various other Windows programs
· Pulled orders and other warehouse duties as assigned


EDUCATION: Metro State College 2013-present
 
REFERENCES
Larry Davis (720) 252-7141
John Clark (720) 339-4955
Amudioga Ejuwa (303) 803-7673
Leslie Miles (720) 468-7956




