	200 Summit Blvd #156

Broomfield, CO  80021
	Phone 303-386-4077

jennifer.mims1@gmail.com


Jennifer Mims

	Objective
	To secure a part time or full time position with growth  & career potential.

	Work experience
	Dec 2009-Feburary 2011     Altru Health System           Grand Forks, ND

Communication Clerk

Answering calls coming into hospital switchboard and routing them. Following hospital protocol to ensure all codes are handled correctly. Responsible for contacting any on call doctor that is requested by other medical professionals as well as patients. Also Front Desk duties, greeting guests, making change & balancing cash drawer, giving directions and patient information.

Lab Receptionist -Checking in patients, entering in lab orders, answering phones, filing. Stocking, data entry. Providing excellent customer service both face to face and over the phone.  

Aug 08 – Aug  2009          Otter Products                         Fort Collins, CO

Receptionist

Answering phones and routing calls, handling customer service issues.  Customer Service both over the phone and face to face.  General office duties, including filing, preparing documents using Microsoft word and excel, process UPS shipments and keeping office stocked. 

January – July 2008        The Parlour Salon & Spa       Estes Park, CO Receptionist                                                                                                  Answering calls, setting appointments & greeting all customers.  I was responsible for ensuring that all clients’ needs were met.   Performing sales on salon and spa products and handling all cash transactions.  I opened and closed the salon & spa and did nightly balances.  Keeping accurate inventory records and ordering office, retail and salon supplies. Giving tours of the salon and spa area to prospective clientele, assisting with laundry and some housekeeping.                                                                                            

2006 – 2007          Weston Distance Learning  Fort Collins, CO 
Providing student support via phone, email and mail.   Taking payments over the phone. Ensuring the right materials are shipped. Answer all questions in a prompt and courteous manner. 



	Skills
	Ability to type with accuracy and speed. Experience with multiple 
phone lines.  Experienced in using Windows, Microsoft Works, Microsoft Word and Outlook Express and Excel. Experience with office equipment including, fax, copier, adding machine and postage meter.


