Ywn Soon Morrow 

1225 S Oneida ST APT 224
Denver, CO 80224
303-463-4850
OBJECTIVE:

To secure a position where I can utilize my education and skills.  Administrative expertise in a variety of areas with superior time management and effective communication that will benefit your organization.
PROFESSIONAL EXPERIENCE:
Frontier Airlines August 2010 – Present

7001 Tower Rd, Denver, CO 80249, 720-374-4330

Reservations Agent:  Answer incoming customer calls regarding booking flights, changing reservations, answering a broad range of travel related questions, advising customer of schedule changes, canceled or delayed flights, reconfirm future reservations
Affiliated Computer Services August 2007 - December 2009
1999 Broadway Suite 710, Denver, CO 80201, 303-325-7213

Customer Care Specialist: Answered up to 92 Denver Human Services customer calls daily regarding benefits they receive, forwarded emails to client’s case worker for return phone calls, provided referrals to outside agencies
Zenith Administrators July 2006 - May 2007

8700 Turnpike Dr Ste 200, Westminster, CO 80030, 303-430-1118

Eligibility Processor: Answered 30+ customer calls regarding eligibility for health insurance, assisted walk in customers, entered enrollment forms, mailed benefit packets, filing, faxing and copying, backup receptionist
Denver School of Massage Therapy September 2004 - February 2006
8991 Harlan St Ste B, Westminster, CO 80031, 303-426-5621
Registrar Assistant:  Entered daily attendance and grades for 260 students, assisted 2-5 students in the Education office, receptionist for 3 lines, alpha filing, various office duties

Denver City & County Auditor’s Office (Sunny Side Temp Side) July 2001 - August 2002
110 16TH St, Denver, CO 80202, 303-320-5361
Clerical Assistant:  Picked up and mailed 300 checks, advised 15-30 vendors of their payment status, copying, faxing, and alpha filing, receptionist for 1 line

Met Life Insurance CO (Sunny Side Temp Side) May 1999 - August 2000
1125 17TH St, Denver, CO 80202, 303-320-5361
Processing Clerk:  Processed 80+ retirement applications, composed 20+ life insurance acceptance letters
Opener:  Opened and sorted mail, entered 50+ life insurance payments into a database
Lockheed Martin IMS July 1996- January 1999
1999 Broadway Suite 2700, Denver, CO 80202, 303-295-2860
Payment Processing Clerk:  Opened and sorted 200 mail documents daily, archived 100 checks on microfilm, researched 200 client account numbers, encoded 100 payments, entered batches of checks
EDUCATION:

Bachelor of Arts-Psychology

Metropolitan State College of Denver
May 2004

A.A.-Behavioral Science


Community College of Denver

May 2001

High School Diploma


John F. Kennedy High School
           
June 1995
