BREE E PETERSON
409 Meadow Lark LN
DODGE CENTER    MN   55927
(507)440-6860     joshandbreepeterson@yahoo.com
Skill summary
Administration (Transcription, Typing, Spreadsheets) 

   

Computer (MS Word, Excel, Outlook Express)

Detail-oriented, Multi-Tasking, Organizational, Interpersonal and Communication Skills
 
Employment History 

September 2011 – January 2013
CO Brown Insurance

Account Manager
· Provide outstanding customer service obtaining pertinent information to obtain                                                              commercial insurance quotes for clients
· Assist clients in completing applications and questionnaires
· Respond to client requests and complaints
· Communicate loss control requirements, importance of insurance audit cooperation, billing cycles, etc
· Establish and maintain a good professional relationship with agents, co-workers, underwriters and clients
· Organize and prioritize a high work volume in a fast paced working environment productively with attention to detail, accuracy while working with deadlines
January 3, 2011 to September 2011
Mayo Clinic –Cancer Clinic
· Check in patients
· Rooming patients
· Providing excellent customer service to cancer patients
· Answer incoming phone calls, providing external and internal customer service
· Working in a team environment
· Completed the OOST program
 

June 9, 2003 to December, 2010
American Family Insurance – Eden Prairie Minnesota
Catastrophe Operations Coordinator
· Leading and supervising temporary staff
· Training new hire and temporary support
· Proofing temporary staff work for completeness and accuracy
· Prioritize high work volume making clear professional decisions changing work flow processes when needed
· Setting up new claims and checking for coverage’s
· Explaining the claim experience and coverage’s to insured's in detail
· Establish good working relationship with catastrophe management
· Ability to work in a fast-paced, production-oriented environment
· Providing excellent internal and external customer service
 
Education
American Institute of Commerce        Cedar Falls IA
Medical Office
· Medical Terminology I and II
· Medical Transcription I and II
· Ethics working in a Medical Office
