James W. Plaisted

85 S Cody Street Lakewood CO 80226  ◊   (720) 979-7888  ◊  jplaist001@yahoo.com

SKILLS

Extensive customer service experience

Data entry (11,000 kpm)

Call Center Experience

Team Player

Advanced Microsoft Word, PowerPoint, Excel 
Typing speed 55-60 wpm
Quick Learner

EXPERIENCE
Contract Worker
Various




Sep ’10 to Present
Various assignments with Office Team, AppleOne, Staffing Now included Receptionist, data entry, filing, medical data entry, microfiche scanning, indexing, and mailroom. 
    
Sourcecorp 

Data Entry

Englewood, CO
Mar ‘08 to Sep ‘10
Healthcare insurance claims forms data entry 

Office Perspectives 
Data Entry 

Denver, CO 

Aug’07–Feb ‘08
Worked two assignments, one for Check Operations.com; scanned checks into 

database system; general office work; archived documents for online history 

system. Second assignment with Colorado Preservation, Inc. Assisted in database 

transfer project, specifically related to donor information.

Labcorp 

Lab Tech
 
Englewood, CO   
Jan ‘07–Aug ‘07
Prepared various medical samples for bacterial and urinary analysis; assisted 

with computer system setup for internal departments; maintained departmental 

database with updated client information; prepared slides for microscopic 

review.

Prostaff 

Customer Service
St. Louis, MO

Apr ‘06–Nov ‘06
Verified customer data, Doctors’ prescriptions for Pharmacists fulfillment and downloaded all information into the database.  Performed inbound and outbound customer service for Novartis patient assistance program and Astra Zenica related to Medicare part D.
EDUCATION

Bay State Jr. College of Business, Boston, MA,
Business Admin
1982-1984
Clark University, Braintree, MA,
Client Service Applications in Web Development Certificate Program
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Available upon request

