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Hello!





I am currently a UCD junior studying Public Health. I have worked in several fast-paced and dynamic office environments that I feel make me a competitive candidate. My experience in customer service and administration coupled with my courses are preparing me for a demanding industry, and I hope to continue my conditioning with you. I have worked with management, I have been the go-to guy, and I am determined and self-motivated. 








 In my positions I have worked with many Microsoft Office programs, created templates, Excel spreadsheets, and am able to pick up nearly any system or program quickly. I know that the combination of my experience, my knowledge, and my drive could make me an asset to you. 





To schedule a time to meet, you can reach me on my personal e-mail: jackienoel@ymail.com, or call me on my cell: 303-902-7362. I look forward to speaking with you!













































































JACQUELINE NOEL
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A highly talented and outgoing Customer Service Representative with experience in customer relations, office administration, and a genuine heart for helping others. Positive go-getter with ability to relate to customers on a personal and professional level. Excellent multitasker who is accustomed to working in a fast-paced environment. A real enthusiastic and upbeat team player.





Advanced organizational, time management, and communication skills with an incredible work ethic and positive attitude.





Recognized for drive and motivation to advance skills, and being an exceptionally quick learner.


Very computer literate with exceptional typing skills.


Effective people-person with a knack for smoothing out issues and restoring customer relationships





PROFESSIONAL EXPERIENCE








Answering Service Associate


Kaiser Permanente 4/15/2012- Present


											Aurora, CO


	>Answering patient's calls and directing them to nearest clinics or hospitals


	>Determining when a doctor or nurse needs to be notified of patient's condition.


	>Recognizing a person's need for counseling assistance.


	> Notifying all providing hospitals when a doctor will not be available.


	>Notifying all providers when a hospital is short on room for incoming patients.


	> Supporting my coworkers by covering their shifts when needed 24/7


	> Learning the in's and out's of the business so as to be an asset to the company. 





Caregiver


Visiting Angels 10/05/2011- 4/01/2012





Working with multiple families at once 					Arvada, CO


Walking and stand-by assistance for clients who can't walk


Showers and bathroom assistance


Light house keeping and cooking


Providing companionship to clients and their families during difficult times





Private Caregiver


Doig Family 08/15/2010-09/20/2011


											Arvada, CO


Administered medications


Assisted in daily routines


Drove client to doctors appointments, and anywhere he wanted to go


Light cooking and house cleaning.


Built lasting relationship with the family upon death.





Administrative Assistant


Consolidated Medical Services 02/05/2010-08/15/2010


										Highlands Ranch, CO


Tracked new and existing customers on Excel report daily


Created and mailed informational packets to clients


Settled credit card disputes professionally and discretely


Called customers to ensure satisfaction


Took records of sales and revenue


Assisted with paychecks


Point of contact for four main offices


Assisted management in organization of clients and employees








In-Store Banker�06/02/2009- 11/2009


U.S. Bank 										Englewood, CO


Retain new customers


Perform account openings and loan bookings


Make calls to customers for retention and sales


Work and compete with coworkers to reach our sales goals


Provide customer service


Perform teller transactions


Assist customers with account fraud








Teller�7/25/2007 � 06/02/2009


U.S. Bank 									Glenwood Springs, CO





Process daily cash transactions such as deposits, withdrawals and check cashing


Assist coworkers with night drops and courier drops


Perform balances as sole ATM teller, filling the ATM, and process ATM envelopes


Referred new customers


Provide customer service


Utilized computer programs for reporting such as Overdraft Report and Tracking








ADVANCED SKILLS





Advanced skills in Office programs such as Word and Excel


Advanced in HTML


Comprehend and speak Spanish comfortably with customers

















EDUCATION


Bachelor's of Arts, Public Health


University of Colorado Denver


2010- Present (will graduate 2013)





High School Diploma


Glenwood Springs High School�Graduated 2007






















































































REFERENCES


Judie Condrick- Caregiver Manager Doig Family


303-619-3794


Nicole Hunt- Acting Manager Consolidated Medical Services


720-621-9100


Shaunda Cunningham- HR Management Marriott Hotels


972-746-6047


Diana Haskell- Associate at Kaiser Permanente TMC











