
OBJECTI VE  
DE TAIL -O RIEN TED AND  HIGHLY DRIVEN PRO FESSIONAL SEEKIN G AN EXECUTIVE  OFF ICE 
ASSISTAN T POSI T ION WHERE STRON G CLERI CAL,  ORGANIZATION AL,  DATA EN TRY,  AN D 
ACCOUNTIN G SK ILLS  CAN CON TR IBUTE TO EFFIC IENT OFF ICE OPERATION S AN D EXCEPTI ON AL 
ADMIN ISTRATIVE SUP PO RT.  

 
SKILLS PROFI LE  

  TYP IN G SPEE D OF 50 WPM; 10-KE Y B Y TOUCH ; STRON G WRITTEN AND VERB AL 
COMM UN ICATI ON SK ILL S.  

  PROFI C IEN T IN EXCEL,  M ICROSOFT OFFICE SUITE,  QUICKBOOKS,  SUCCESSWARE,  
OUTLOOK CRM, IN TERCH AN GE,  MAGEL LAN  ( IN TERNAL KNOWLEDGE BASE ) ,  CBM S,  
SALESFORCE,  SH R4 00,  GENAPP ,  H UM AN SERVI CE S P ORTAL,  ACCESS DATABASE,  
POWERP OIN T,  ADOBE READER,  WEBEX,  CAT  SYSTEM, AND EBT CAR D I SSUIN G SYSTEM S.  

  DEM ONSTRATED EXCELLENCE  IN CUSTO MER SE RVI CE WITH OVER S IX YEARS O F 
EXPE RIEN CE I N FAST-PACED,  GOAL-ORIEN TE D ENVIRON MEN TS.  

 
EDUCATION  

  ALAMEDA HIGH SCH OOL — DIP LOMA 
  RED ROCKS COMMUNITY COLLEGE — 30 CREDIT HOURS COMPLE TED 
  MSEC COMP UTER COURSES — CERTIF ICATES  IN  BEGIN NER,  IN TER MEDIATE,  AN D 

ADVAN CED EXCEL  

 
EMPLOYMENT HI STORY  
UNITE D AIRL INE S  — CUS TOME R SERVICE & GATE AGENT  
01 /2 024 – PRESEN T  

  DELIVER EXCE PT ION AL  CUSTOM ER SERVICE THROUGHOUT THE A IRPORT EXPERIEN CE.  
  ASSIST P ASSEN GERS  WITH CHECK-IN,  T ICKETI N G,  RESERVATION S,  SEAT ASS IGNMEN TS,  

BAGGAGE SERVI CES,  AN D GENERAL  INQ UIRIES .  
  COORDIN ATE GATE O PE RATION S IN CL UDIN G BOARDIN G PRO CEDURES,  

DOCUMEN TATION VERIF ICATION,  ANNOUN CEME NTS,  AND RE SOLVIN G SEATIN G OR 
FLI GH T-RELATED ISSUE S.  

  ENSURE ON -TI ME DEP ARTURES WHILE MAIN TAIN ING UN ITED’S  STANDARDS O F SAFETY 
AND PROFESSI ONALISM .  

 
JE FFERSON CO UNTY HUMAN SER VICES  — ADMINISTRATIVE  ASS ISTAN T  
10 /2 019 – 01 /2024  

  PROCESSED OFF-SI TE  REQUESTS  FOR CASEWOR KERS TO EN SURE BENEFIT  ACCE SS FOR 
CLIEN TS UN ABLE TO V IS IT IN  PERSON ; TRACKE D GIFT CARDS AN D TRAN SPORTATION 
VO UCHERS FOR AUD IT COMP LIAN CE.  

  TRAINED CCAP/E F IN TERNS IN  ADM INI STRATIVE PRO CE DURES IN COLLABORATION 
WITH E F AD MIN ISTRATION.  

  UTIL IZED JEFFCO  IN TRANET,  SHR4 00,  GEN APP 2,  AND CBMS FOR F ILE  CRE ATION ,  
DOCUMEN TATION,  CASE  CO MMEN TS,  AN D ORIENTATION TASKS.  

  SUPP ORTED DO CUMENT MAN AGEMENT IN CLUDING SCANN IN G,  UPLO AD ING,  FI L IN G,  
AND M AIN TAINING CCAP  MAN UAL CLAIM S AN D E F F ILES.  

  USE D CAT P ROGRAM FOR ISSUAN CE AN D ACCE SS  DATABASE FO R TR ACKING EF 
CLIEN TS .  

 
DE PARTMENT O F HEALTH CA RE POLI CY  & F INAN CING  — CUS TOME R SERVICE  REPRESEN TATIVE  
11 /2 016 – 10 /2018  
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  UTIL IZED CRM, IN TERCH AN GE,  MAGELLAN  PH ARMACY,  OUTLOOK,  KNOWLED GE BASE,  
AND HCP F SYSTEM S TO SUPP ORT ME MBER INQ UIRIE S.  

  MAN AGED  5 0 + IN BO UN D  CALLS DAILY,  ASSISTIN G MEMBERS WITH  BENEFITS,  BILL IN G,  
CASE CORRECTION S,  AN D DEPAR TM EN TAL RE FE RRAL S.  

  MAIN TAINED A MON THL Y QUALITY  ASSURANCE  SCORE OF 8 0% OR HIGHE R.  

 
DOCTOR F IX  IT  HEA TING, PLUMB ING & ELECT RICAL  — DIS PATCHER /  ACCOUN T 
REP RESEN TATI VE  
06 /2 014 – 03 /2018  

  MAN AGED  ACCOUN TING TASKS IN CLUDIN G CUSTOMER IN VOICIN G,  VEN D OR INVOICIN G 
TH ROUGH SUCCE SSWARE,  P URCH ASE  ORDE R EN TRY,  SUPPLY ORDE RIN G,  DAILY 
DEP OSITS,  AN D P ROCESSING F INAN CI NG APP ROVALS.  

  PROVIDED ON BOARDIN G SUPPOR T AN D SUCCESSWARE TRAIN IN G FOR NEW 
EMPLOYEES.  

  DISP ATCH ED OVE R 30  H VAC TE CHN ICIAN S,  PLUMBERS,  ELECTRICIANS,  AND DRAIN 
SPECIALISTS TO SERVICE  CALLS.  

  HAN DLE D HIGH -VO LUME INCOMIN G CALLS,  ASSI STE D CUSTOME RS WITH  SERVICE  
NEEDS,  SCHEDULED APP OIN TMEN TS,  AN D CON DUCTED OUTBO UND CALLS TO SUP PORT 
FUTURE BUSINESS.  

 


