Penny K. Sparks

9290 Grove St


Westminster, CO 80031


303-999-6620

Skills and Qualifications

· Excellent Data Entry Skills – 90 wpm
· Experience Receptionist able to handle up to 16 line and extensions

· Enjoys a busy environment with ability to multi task and prioritize

· Experienced with MS office Suites, Excel, and Word, (strong to intermediate)

· Mortgage experience in accurate production of closing documents

· Light accounting and auditing, accounts receivable and payable
· Dispatching

· Scanning

Work History 

06/03/06 to Current
N.A.D.S/N.A.D.C
Duties: Office/Claims Manager, data entry answer customer questions, process requests for reimbursement, call warranty companies to verify information, batch claims to submit for payment, shipping of claims and checks, trouble shoot for customers, deal with upset customers to resolve issues in a professional manor, filing, organize documents, scanning and emailing, and daily mail, input new contracts, contact dealer with errors on contracts, denial letters to dealer and/or customer, as well as accounts receivable and payable, light general book keeping.


3/06 to 5/06: 
 
A.C.E.S.




Duties: answer incoming customer calls, take customers orders,




push daily specials, stocking and shipping of orders.

09/05 to 2/06:

Trane




Duties: Answer phones and direct customers and needed, sort and 




deliver mail, sort and file invoices as well as mail them, faxing, 




packing deliver’s, all basic office duties, dispatch tech’s upon 





customer request and appointment booking.

01/04 to 08/05: 
              
Sutton Chiropractic

Duties: Set appointments for patients, answer phones, assist Dr. Sutton with patients, x-rays, accepted customer payments, ordered supplies, filed insurance claims for payment. 

01/03 to 10/03:

Principal Residential 




Duties: Find and resolve document problems, phones, filing, 




 
document request, data entry, closing procedures, and funding 





loans.

