Jerre L. Seibel

345 Main St.  Broomfield, CO 80020

  Cell 303-521-3516
jerreseibel@yahoo.com

Objective  To obtain a professional, responsible position in a company where my experience, computer proficiency and customer service skills will allow me an opportunity of professional growth.

Employment History
Dish Network    


                                   

       
                        Thornton, CO

Call Center Representative








08/10/2009-7/5/2011
· Processing incoming calls for new accounts, billing, technical, customer retention                      
Kable Fulfillment Services, Inc.


                                   


Louisville, CO

Account Manager









1997-07/03/2009
· Processing with NCSS-customer service, Data with PACS, ROSCOE.                      Company closed
· Coordinator of publications accounting receivable and payable
· Served as a liaison between client and production teams

· Develop, prepare and submit schedules and component charts for Production, Renewals, Invoices, Gifts, Premiums, Direct Mail and System Letters based on client data.
· Coordinate, maintain and input data on the Fulfillment Management System, including offers for Offer File, cleaning Cycle file, updates Publisher Policy and Customer Service Policy Files, enter print orders, enter and maintain demographic information and assigns Package Codes
· Review and approve fulfillment invoices to ensure accuracy in billing for work performed per contract rates
· Compare inventory reports to receiving reports for accuracy
· Maintain confidentiality while working closely with client
Circulation Accounting Department

·  Balance weekly and monthly circulation information to business processed per publication.
Call Center Representative

·  Processing incoming calls for various publications to include irate callers and adjust accounts as needed.
·  Processing white mail from various publications customers between incoming calls.
Pay Less Drug Store









Broomfield, CO

Bookkeeper










1987-1997

· Maintained current accounts payable, receivable, record keeping

· Proficient in cash balancing on MICR 1, Microsoft Excel, Microsoft Word Processing

· Coordinated shipping and receiving with store merchandise

Supervisor

· Coordinated staff during shifts

· Responsible for team members, open and closing duties of retail store
· Cashiering and customer service representative
Broomfield Self Service Storage 







Broomfield, CO
Manager










1980-1987

· Coordinated accounts payable, receivable

· Management responsibilities of the office

Qualifications

(  Customer Service Oriented




(  Team Player


(  Excellent Communication Skills



(  Sets and meets deadlines and goals


(  Highly motivated quick and adaptable learner


(  Possess excellent time management skills


(  Detail oriented independent worker



(  Computer Proficient


References  Available Upon Request
