STACEY SMITH
12951 East 48th Avenue • Denver, Colorado 80239
720.369.1647
staceysmith@q.com

OBJECTIVE
Seeking a clerical/data entry position where I can utilize my customer service and organizational skills in a fast-paced office to enhance customer relations and promote customer satisfaction.

PROFILE
· Ability to prioritize, organize, and complete multiple tasks; ability to handle a high volume of work.
· Excellent customer service skills.
· Highly motivated and proactive, with the ability to work well independently as well as in a team environment. 
· Good judgment and problem solving skills.
· Computer literate; proficiency in MS Office programs.

EXPERIENCE
Office Support
· Deposited funds into customer accounts.
· Processed new accounts including application review, submission to custodian, new account setup on internal systems.
· Processed/facilitated account maintenance requests including distributions, allocations changes, address changes, etc.
· Created and revised departmental procedures that resulted in increased department productivity and improved accuracy.
Customer Service
· Built a reputation as the customer service “Go to Person” by being highly knowledgeable regarding products and services, responding to customer questions and requests.
· Handled irate customers effectively by identifying problems and implementing solutions that retained valuable accounts. 
· Demonstrated the ability to work in a complex organization to determine business and customer needs.
· Provided the best solution to the needs of the customer thus resulting in repeat business and customer referrals.
· Take pride in “getting in right the first time” by processing customer requests and transactions accurately and in a timely manner, keeping customers satisfied with the company’s service.


EMPLOYMENT HISTORY
Data Entry				Express Employment Professionals		Aurora, Colorado
Development Assistant	 	Hospice of Metro Denver	 		Denver, Colorado
Senior Account Administrator	Great-West Life Insurance Company		Englewood, Colorado
Office Support			Job Store Inc.					Aurora, Colorado
Change of Trustee Coordinator	Oppenheimer Funds				Denver, Colorado

EDUCATION
Metro State College (in progress)    	Organizational Development			Denver, Colorado   
Platt Business College                        Business Management			Aurora, Colorado
