                                                                 Jennifer D Wood
                                                                   621 Dearborn St.
                                                                  Aurora, CO 80011
                                                                     (720)431-1868
                                                     JenniferWood0824@yahoo.com

Objective: Seeking an entry level position in office administration or clerical support function that allows for growth and advancement potential
	
Summary of Skills and Qualifications:

Sales and customer service skills 
 Administrative support experience
 Insurance industry experience
Swift and accurate data entry skills
Knowledge of MS Office software, including Word, Excel, and Powerpoint

Work Experience:

Intertel, Inc.  Greenwood Village, Colorado
01/01/2012-Present
I am currently employed as a private investigator. This includes primarily contacting medical offices to verify dates of treatment on behalf of the insurance companies. Mostly administrative duties with quite a bit of data processing and making reports.

Colorado Casualty Insurance Company, Englewood, Colorado
08/01/2007-01/01/2012
I was employed as an insurance assistant/data entry technician responsible for accurately entering policy information, due to a policy system conversion. This position required knowledge of insurance concepts and terminology,  typing speed of 80 wpm, 10 key by sight and touch, and 9900 keystroke speed.

Copper Fox Restaurant, Littleton, Colorado
11/08/2006-08/01/2007
I learned customer service skills while employed as a hostess and server.

Education:

Mountain Vista High School	                Highlands Ranch, CO
Arapahoe Community College                    Littleton, CO

I have been pursuing an Associate’s Degree in Liberal Arts on a part time basis as I work full time.
