Pamela M. Mueller
Cell (720) 318-7292
pmuelle54@yahoo.com
SKILLS PROFILE:
Strong analytical skills, detailed oriented, and organized
Excellent verbal and written communication skills

Excellent computer and multi-tasking skill
EDUCATION:
Bachelor of Science  

Accounting                                                    University of Colorado
Certificate in MS Office 2007 (Excel, Word, Outlook) and QuickBooks
EXPERIENCE:
Department of Revenue        Tax Examiner I                                            May 2011- August 2011
Respond to inbound calls on state tax return and supporting documentation
Provide information on taxes administered by the department

Analyze, adjust, transfer, and resolve errors, discrepancies and taxpayer complaints

IBM (Kelly Services)             Customer Service Associate                          April 2010 – May 2011

Respond to inbound calls from DOW Chemical employees

Answer questions including password resets, troubleshooting MS Office products,  

Create, troubleshoot, and validate tickets using ticketing and spreadsheet software

Visa (Snelling Professional Services) Customer Service Associate           Sept 2009 – April 2010
Respond to inbound telephone calls and generate outbound calls on Visa Products

Answer cardholder’s general questions, evaluate transactions for fraud   

Serve as escalation point for calls requiring advanced knowledge of product line      

Jackson Hewitt                    Tax Preparer                                                                               2009                 
Individual and Small Business Tax Preparation

Accounting and Computer Services     Self Employed                                                   1991-2009
Help desk support for MS Office computer users

Full cycle accounting including A/R, A/P, General Ledger, Financial Statements
Individual and Small Business Tax Preparation
Instructor                            University of Colorado                                                           1985-1990
Provide computer support in Computer Skills Lab

Taught various software packages
Responsible for resolving problems and questions about PC computers
Provide help desk support for computer users
