

	6061 E. 62nd Ave.
Commerce City, CO 80022
	720-421-0296
rlnjrc@yahoo.com


Regina Norman
	Objective
	To obtain a position with a stable company in which I can utilize my skills to assist with the daily operation of the business.

	Experience
	08/2011-08/2013                 SourceHOV                                        Englewood, CO
02/2006-06/2010
Data Entry 
· Ensure accurate entry of data obtained from medical claims.
· Meet deadlines with attention to detail and quality.



	
	12/2004-10/2005
Eveready Freight
Denver, CO
Data Entry
· Ensure accurate entry of data obtained from drivers shipping records.
· Responsible for billing clients for shipping orders.
· Assist with phones and dispatching as needed.


	
	04/2002-03/2003
SourceHOV
Englewood, CO
Data Entry
· Ensure accurate entry of data obtained from medical claims.
· Meet deadlines with attention to detail and quality.



	
	11/2000-01/2002
Voicestream Wireless
Aurora, CO

Data Entry

· Ensure accurate entry of data obtained from customer cellular phone orders into SAP.

· Assist with picking and shipping of customer orders as needed.

· Assist with inventory of warehouse products as needed.





04/1999-11/2000
Univ of CO Health Sciences Ctr
          Aurora, CO

Administrative Assistant II

· Answer and route all incoming calls, open and distribute mail, copy, post and mail all job announcements.
· Process employment verifications via phone and paper.

· Ensure accurate entry of data obtained from customer applications into ADS.

· Create documents and memos using MS Word.

· Assist with monitoring of exams given to perspective employees.

· Sell tickets for the Advantage Program and post payments into Quickbooks.

09/1998-05/1999
United Parcel Service
Commerce City, CO
Clerk

· Research addresses for undeliverable packages by contacting customers via telephone.

· Process damaged packages.

· Place packages in Will Call for customer pick up.

04/1998-08/1998                          Teletech

Montbello, CO
Customer Service Agent
· Answer incoming calls for customers regarding the United States Postal Service.

· Quote rates for shipping packages.

· Document complaints.


08/1996-04/1998
United Parcel Service
Commerce City, CO
Clerk

· Research addresses for undeliverable packages by contacting customers via telephone.

· Process damaged packages.

· Place packages in Will Call for customer pick up.


02/1994-10/1994                                MPI

Commerce City, CO

Receptionist

· Answer and route all incoming calls.

· Open and distribute mail.

· Prepare invoices for mailing.

· Assist with scheduling of carpet cleaning as needed.

07/1991-02/1994
Rose Hill Townhouses, Inc.
Commerce City, CO
Receptionist
· Answer and route all incoming calls.
· Open and distribute mail.

· Receive carrying charges payments from residents.

· Assist the bookkeeper when needed.

· Assist the manager with the move in process as well as show townhouses to customers.

· Deliver memos and flyers around the townhouse complex.



	Education
	1988 top ten graduate of Adams City High School.


