Charlotte Ann Seward
                                                                                    

2526 E. Nichols Circle, Centennial, CO 80122                                                                                           

Cell: (619) 261-7417

Home: (720) 489-4439


CASeward@Yahoo.com

______________________________________________________________________________________

Qualifications 
· Strong interpersonal skills; 
· Extensive customer service background 
· Intermediate to expert skills utilizing basic computer applications, including Microsoft Office suite of programs; basic typing and 10-key skills
· Ability to undertake and prioritize multiple commitments, follow directions, and multi-task; self-starter with attention to detail; highly adaptable and able to learn and master new skills 
Experience
Preferred Employers Insurance – A Berkley Company   08/2009-01/2012
Indexing Clerk

· Received mail, sorted and prepared the documents for scanning into an electronic format, subsequently indexing scanned documents for electronic routing to the appropriate workflow
· Provided high quality customer service to internal and external contacts; backed up receptionist as needed for phone and front desk coverage
· Administrative support as needed, including special projects requiring a level of strict confidentiality

Veterinary Specialty Hospital of San Diego

01/2004-01/2009
Client Services Representative

· Provided customer service for high volume specialty referral and emergency veterinary hospital
· Scanned paper charts into electronic format for conversion to a “paperless” format
· Served as head receptionist for Ophthalmology Department; support receptionist for Internal Medicine, Dentistry, Neurology, Surgery, and Emergency departments; work closely with veterinary specialists, interns, technicians, assistants, and other staff
· Clerical skills: preparing charts, photocopying, faxing, scheduling appointments, and basic data entry
· Cashiering: receive payments and deposits, credit accounts, answer billing questions, process credit applications
· Trained and supervised other employees on an as needed basis
· Maintained offsite storage of patient archives
GEICO Direct 





07/2003-11/2003


CA State Licensed Casualty/Property Insurance Agent
· Provided high quality customer service to internal and external contacts
· Handled inbound calls from policy holders – provided account servicing, coverage counseling, and insurance quotes on existing policies; processed payments
· Navigated complex computer software, internet research

Adecco the Employment People / Temporary 

05/2003-07/2003
 
Washington Mutual Finance – Receptionist
· Processed customer payments; responsible for balancing end-of-shift drawer 
Red Envelope – Customer Service Representative
· Provided telephone customer service and processed internet gift orders

City of Chula Vista Police Department 


02/2000-04/2003

Community Service Officer

· Uniformed, non-sworn officer position

· Provided customer service: patrolled community in a marked city vehicle and serve as front counter receptionist
· Scanned paper documents for preservation in an electronic format

· Special attention to working with strict confidentiality
· Clerical duties: answered phones, processed requests from public and insurance companies for report copies, photocopy, cashiering duties, filing

· Wrote Reports: traffic collisions, vandalism and burglaries, vehicle theft and recovery; missing persons; petty and grand thefts; identity theft and fraud

Education

· GEICO, 48 hour California State Insurance Licensing Course.  Licensed as a California State Property and Casualty Insurance Agent/Broker

· Grossmont Community College / Health Occupations, 3 Semester Units, Emergency Medical Technician (California State Certified from 1996-1998)

· San Diego State University, 24 Semester Units, Biology Major

· California State University Long Beach, 16 Semester Units, Undeclared Major

· Southwestern College, Associate of Arts, General Studies


· Hilltop High School, Diploma, General Studies
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