BARBARA L. SMITH-SIMON
810 Dove Cove
Lafayette, Colorado 80026
Phone: 720-207-4845
bsmithsimon@hotmail.com

[bookmark: _GoBack]PROFESSIONAL PROFILE:  Possess several years as a call center representative.  Team player with excellent technical, organizational, verbal and written communication skills seeking a customer service position.  

COMPUTER SKILLS
	· Microsoft Word
	· Microsoft Excel
	· Microsoft Outlook



ACCOMPLISHMENTS 
· Improved sales for the Rocky Mountain News and Denver Post (1990-2009) by working in a team of classified advertising representatives.
· Served on Board of Directors for Second Village East Townhomes, Aurora, CO (2007-2009)
· Served on Board of Directors for Newland Park Townhomes Association, Lakewood, CO (1998-2000)
· Maintained excellent relationships with co-workers, managers and new and repeat customers. 
· Managed a company fundraising event at the Rocky Mountain News for the Mile High Chapter of the American Red Cross after the Hurricane Katrina disaster (2005.)  

EDUCATION
· Medical Administrative Assistant Certificate program, Pima Medical Institute, Denver, CO.  Certificate granted April 2010.  
· Externship program via Pima Medical Institute.
· Performed Reception duties, answered phones, routed calls and various other front office duties. 
· Processed and maintained U.S. Department of Transportation forms.  
· Associate of Applied Science, Instructional Media, Texas State Technical College, Waco, TX.  Degree program completed 1976.  
	
	


WORK EXPERIENCE
Unemployed (July 2009-Present)
Classified Advertising Sales Representative, Rocky Mountain News & Denver Post, Denver, CO (February 1990 - July 2009)  
· Communicated with customers in call center environment, providing quotes verbally via telephone as well as by email and by fax.  
· Advised customers on best ways to generate advertising response rates for improved sales as a member of a team of advertising sales representatives.  


