Natalie Worthington
Administration, data entry, problem solver, self-starter, customer oriented
Westminster, CO 80234
nataliepettit6_xrw@indeedemail.com - 7203354159
Authorized to work in the US for any employer
WORK EXPERIENCE
Group Membership Coordinator
Direct Dental Plans of America - Northglenn, CO - 2015-02 - Present
Responsibilities
Business to business communication, AR invoicing, processing payments, CRM managent, auditing invoices, customer service, database management, membership coordination, inbound calls, collections, scanning, faxing, outbound calls, ordering supplies, data entry, contracting providers, provider credentialing, and assisting broker liaison, Vice President, marketing, and president as needed.
Accomplishments
I have helped streamline certain processes that have improved productivity. I also created a sales handbook that helps train new sales agents. I have assisted the company in utilizing new customer service methods as well.
Skills Used
Problem solving, self-sufficiency, time management, customer service, use of Microsoft office, and various others as needed.
Netflix Customer Representative
24/7 Intouch Contact Centers - Aurora, CO - 2013-11 - 2015-02
Responsibilities
Inbound calls, customer service, inbound chats
Skills Used
Computer knowledge, problem-solving, and customer service
Bus Driver
Mapleton Public Schools - Denver, CO - 2013-07 - 2013-11
Driving and student management.
Loyalty Representative
Dish Network - Thornton, CO - 2012-06 - 2013-02
Inbound calls, customer service, data entry, and customer retention.
Administrative Assistant
Belfor Property Restoration/Hire Connections - Denver, CO - 2011-07 - 2011-12
Inbound calls, data entry, job set-ups, office supply ordering, cell phone administration, creating and managing excel spread sheets, various meeting arrangements, assisting AR and AP, filing, copying, faxes, mailings, invoices, past due notices, timesheet submission, assisting project managers with job cost errors, cross-trained for various other office roles and other duties as assigned.
EDUCATION
Political Science
Front Range Community College - Westminster, CO
2016 - 2019
High School Diploma
Legacy High School - Broomfield, CO
SKILLS
[bookmark: _GoBack]Microsoft Excel, Microsoft Access, Microsoft Word
