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JESSICA SIMMONS
11310 Melody Dr. #1-307 • Northglenn, CO 80234
pandjsimmons@comcast.net • 720-290-1404
CUSTOMER SERVICE • DATA ENTRY • OFFICE EXPERIENCE
CORE COMPENTENCIES & SKILLS
· HIPAA compliant

· Customer support
· Database entry
· File management
· Typing 50+ wpm and 10-key
· Microsoft Word, Excel, Outlook
· Flexible/Team Player
· Detail Oriented

· Self-Motivated/Supportive
PROFESSIONAL EXPERIENCE
Westwood College –Westminster, CO


03/2013-5/2013
Records Clerk (through Excel Personnel Temp Agency)

Verified and prepared files to be scanned.

Key Duties:

· Prepared and scanned files for electronic storage
Gallagher Transport International - Aurora, CO


01/2013-2/2013
Support Specialist
Prepare files for customs brokers for people moving back into US.
Key Duties:

· Prepare files for customs brokers
· Monitor email inbox and route emails
MyStro - Louisville, CO


03/2012-10/2012
Support Specialist (through Excel Personnel Temp Agency)

Make outbound calls to businesses with product information/samples.
Key Duties:

· Made calls to medical field
· Scheduled representative appointments
Level 3 - Broomfield, CO


11/2011-02/2012
Support Specialist (through Excel Temp Personnel Agency)

Research parent company information and DUNS numbers for excel tracking spreadsheet.
Key Duties:

· Research information via internet 
· Input results into tracking spreadsheet via Microsoft Excel.
MyStro - Louisville, CO


4/2011-10/2011
Support Specialist (through Excel Personnel Temp Agency)
Manage inbound calls from customers who have not received their products for various reasons.  Resolve consumer complaints.
Key Duties:

· Manage calls from customers
· Resolve customer complaints
Sorin Cardiac Rhythm Management USA - Arvada, CO


8/2009-4/2011
Patient Registration Representative (through Excel Personnel Temp Agency)
Enter data from patients who received cardiac implants such as pacemakers, defibrillators, or heart valves.  Data used for tracking model and serial numbers by patient.  
Key Duties:

· Patient data entry for serial/model tracking 

· Manage calls for patient tracking call center
· Print ID cards
· Filing, general clerical
Medical Express - Westminster, CO


7/2002-3/2008
Document Control Specialist
Data entry for nursing applications and skills checklists to track nurses for staffing at hospitals throughout the US. Recipient of 2006 Peer Award for Teamwork.
EDS - Louisville , CO

6/1999-7/2002
Data Entry Clerk (through Express Personnel temp agency)
Responsible for entering contact information from magazine inserts into company database.  
Key Duties:

· Data entry
· Sort and bundle inserts
EDUCATION
Berthoud High School Graduate - Berthoud, CO 
University of Northern Colorado – Greeley, CO (2 years)
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