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TAMARA MILLYARD

720-878-5651       				Denver, CO 80231			tamaram200@yahoo.com
______________________________________________________________________________________________


SUMMARY OF QUALIFICATIONS
· Over 10 years of Customer Service & Relations experience, including Technical Service and Support and Call Center Service
· Five years of Data Entry experience: type 50 wpm; 9600 keystrokes
· 10 years of experience in client database systems

SKILLS
	· Microsoft Office Suite
	· Oracle Database

	· Accounts Payable
	· Billing and Invoicing



EDUCATION

Colorado Technical University, Aurora, CO
Bachelor of Science Information Assurance – Security
Estimated graduation date 2015

Jackson Hewitt Accelerated Tax Preparation Course – 2011
H&R Block Tax School – 2009

EXPERIENCE

Jackson Hewitt, Aurora CO					
[bookmark: _GoBack]Tax Professional											               2012
· Used Jackson Hewitt proprietary tax software to prepared  tax returns of varying complexity for clients
· Conducted outreach calls to set appointments for previous year clients
Sprint, Lone Tree, CO
Cash Receipts Representative								 	       2009-2010
· Reconciled  and Processed customer accounts using Kwai Image Recording software and Ensemble (payment records software)
· Located customers using public resources and contacted customers regarding correct application of their payments
· Database management for customers payment history
H&R Block, Aurora, CO 
First-Year Tax Pro Tax Preparer								 		    2009
· Prepared Federal and State taxes returns for clients using H&R Block software
· Conducted outreach calls to set appointments for previous year clients


Office Team, Highlands Ranch, CO
Fraud Prevention and Recovery									       2008-2009
· Scanned Genesys’ bridges for fraud
· Tracked ghost calls and maintained records in Excel
· Researched and identified legitimate meetings while adhering to company policies

Dex, Aurora, CO                                      
Data Conversion Specialist									                  2008-2008
· Resolved input problems for data entry team
· Co-trained team members on correct transaction input
· Input transactions to system database
