                                                                                                            SHAUNNA MURRAY

11503 Fillmore Ct  

Thornton, CO 80233                                                                              lmurray11503@comcast.net
C:720-891-1907

SUMMARY OF QUALIFICATIONS

A data entry and customer service professional with 25 years experience, seeking a position where I can use my computer and telephone skills to enhance customer support and promote a positive image. Able to multi-task efficiently, detail oriented and able to complete all projects assigned. Capabilities include:

Customer Service                  Computer Operations                          Telephone Reception Microsoft Word                     Typing                                                 Problem Solving

General Accounting               Electronic Filing & Data Archiving   Office Equipment Operation

Excel

EXPERIENCE

Data Entry Clerk

· Processed approximately 85 memberships per day using Avectra and Access databases.

· Scanned and filed all information into that was received into DOC Records.

· Managed inventory of merchandise using Excel and physical count.

· Worked with accounting to reconcile checks, cash and credit cards using Excel. 

· Responded to general e-mail requests and distributed incoming mail.

Contractor

· Sent out on temporary to hire assignments . 
Debt Collection Specialist

· Answered inbound calls and placed outbound calls.

· Collected payments for outstanding debts.

WORK HISTORY

Data Entry Clerk                 PATH International                             2007-2012

Contract Employee              Corestaff                                           2006-2007

Debt Collection Specialist     First Revenue Assurance                     2005-2006
EDUCATION

Private Pilot Ground School   College of San Mateo                         San Mateo, CA   1993-1994                                                                                              Criminology                            College of San Mateo                         San Mateo, CA   1994-1994

Psychology                              Metropolitan State University            Denver, CO         2002-2002

