


 

1011 Kansas Ave     Longmont, Colorado, 80501    224-406-1274    Olgajuarez85@gmail.com

AMERICAN HOTEL REGISTER, Vernon Hills , IL
Customer Service Agent, Aug 2010 – May 2011 

Entered and maintained to customer orders.

Processed credit card applications and applied payments to outstanding invoices.

Communicated via phone, fax and email to fulfill customer demands.

Tracked shipments per customer request.

 

PLANNED ELDERCARE, INC, Buffalo Grove , IL
Administrative Assistant , Jun 2006 – Nov 2009 

Organize files and ordered supplies for the office.

Prepared Medicare audits.

Entered and maintain customer orders via phone.

Manage payroll for employees and send payments to vendors.

Organized office meetings as well as office events.

Posted payments received from insurance companies and apply them to Medicare.

Assisted in general customer service duties.

 

E D U C A T I O N

Glenbrook North High School, Northbrook , IL
High School Diploma, Jun 2003

 

A D D I T I O N A L  S K I L L S

Class III lift truck.

Ability to communicate effectively to production and management teams and customers.

Demonstrated support of company goals, values and mission statement and with other customer 
oriented values.

Well developed interpersonal and communication skills both written and verbal.

Computer skills, especially working proficiency on Microsoft products like Word and Excel.

Bilingual in Spanish.

BVC auditor certified.

Good planning, decision-making and organizational skills.

Ability to perform mathematical calculations and applying mathematical concepts.

Ability to read, analyze, and interpret common industries, production and technical documents 
in English.

Analytical and problem solving skills and attention to detail and high level of accuracy.

 

 

 


