5857 W Pierce St
Apt 57202    Arvada, CO 80003
tel  720-612-3816  email  shmntz87@gmail.com

Summary of skills

· Call center experience in both inbound and outbound calling.
· Maintaining top level customer service while assisting customers through placing orders and claims.
· Maintaining customer account and file information.
· Troubleshooting equipment for customers including cell phones, mp3 players, computer hardware and software. 
Experience

customer service rep, imprints wholesale, denver, co 2010-current

· Addressed inbound phone calls and identified customer challenges, providing solutions based on company guidelines
· Placed over the phone orders with focuses on efficiency, speed, and accuracy, while averaging a call handling time of 3 minutes or less
· Assisted customers with challenges using our company website and working out bugs that prevented them from being able to view pages on the website, login issues, and loading error glitches
· Established new accounts by identifying qualifying customers and securing all necessary paperwork to keep the account valid
claims intake specialist, liberty mutual insurance, golden, co 2008-2010

· Received inbound phone calls and assisted callers with initiating new claims provided phone support throughout the claims process
· Reviewed customers’ policies to identify any issues with policy coverage and advised customers of potential challenges
· Set up claims services for customers with qualify coverage via rental car services, home repair services, and assigning appraisers to review customers’ damages
· Trained Liberty Northwest Claims software and policies to 20 new employees
claims processor, sentry insurance, lone tree, co 2006-2008

· Developed and utilized a spreadsheet and database with Excel to keep track of how many claims each adjuster handled and kept statistics for how many claims each adjuster handled, as well as how much business the company received from each region of the U.S
· Ordered and delivered police reports relevant to claims handling 
· Organized and delivered incoming mail to adjusters
· Handled file organization and maintained upkeep of file room
Customer sales representative, Best buy, lone tree, co 2005-2006

· Set up new phone services for customers
· Provided one stop shopping support for customers with questions regarding personal electronics including cell phones, Ipods, and other MP3 Players
· Answered questions regarding set up of home wireless networks and integrating computers systems with personal electronics
· Advised customers of extended warranty options and explained benefits of insuring there devices with Best Buy
education

West Florida High School of Advanced Technology — H.S. Diploma, Graduated Suma Cum Laude, 2005

Red Rocks Community College - 3.8 GPA

Metropolitan State University of Denver- Currently Enrolled

Skills

· Proficiency with Microsoft PC systems
· Work related knowledge of Microsoft Office Suite including Excel, Outlook and Word
· Problem solving and listening skills under pressure
· Adhering to strong organizational standards to maintain accuracy and efficiency of work area
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