Jackie Butterworth
20967 E 45th Avenue

Denver, CO 80249   

To Whom It May Concern:

I am responding to your job posting.  Please regard this letter as my formal application. Enclosed is my resume showing my education, experience, and background. 

I have extensive experience in the customer service and administrative fields. Throughout my administrative and customer service career I was awarded employee of the month, as well as one of the top 10% of employees. I enjoy working with the public, as well, educating others in their uses. I believe I would excel in your company because I truly find customer service a challenging and rewarding career. 

I am available for an interview to further discuss my qualifications at a mutually convenient time. 

Thank you for your time and consideration. 

Sincerely, 

Jackie Butterworth 

Encl. 
Jackie Butterworth

( 20967 E 45th Avenue, Denver, CO 80249   (  

(jbutterworth75@gmail.com (
720-468-6992

	
	

	Objective
	Qualified professional looking to obtain a responsible customer service position utilizing my experience and training.  Obtain a full-time position that offers advancement opportunity, while building on a strong foundation of customer service, data entry and administrative skills. Contribute to the continuing success of a stable organization.


	Summary of Qualifications
	Highly motivated individual with strong work ethic and value system.  Highly experienced in data entry and customer service. Excellent customer relationship skills.

· Exceptional organizational abilities and developmental written communication capabilities 

· Typing 55 WPM, 10-key by Touch

Software: Windows 3.1, 95, 98, Microsoft programs, Word Perfect 5.1, 6.0, 6.1, MS Word, Access, Word Perfect 5.1, 6.0, 6.1, Excel (learning how to use this program by using Video Professors program) AS400, Internet Research Capability, Faxing, Copying. Outstanding "Customer First" Service Abilities



	Professional Experience
	Renaissance Scots Living History Organization

Volunteer work

Representing history (1600-1740) to the public at festivals all around Colorado and surrounding states

August 2007-Present

Denver, Colorado

Ful Circle –September 2009-Present-9.75/hr

(seasonal position)                                                  Denver, Colorado

Data Entry Operator/Verifier

Josten’s 

Inputing information into database   

Verifying Information

Opening and Sorting Mail

Helping in Warehouse (some, but not much) with making Fed Ex boxes          

2008-Holden Marketing-8.00/hr                              Denver, Colorado

August 2008-September 2008

Customer Service 

Inbound Customer Service As Well as Sales-Tried to Convince Customers To Buy More Products When Customers Calling In For Refund (For Video Professor)

Human Resources

Made Copies

Made Outbound Calls to Set Up Interviews for HR Manager

Filled out I-9’s

Verified Employee Information

Inputted Employee Hours in Pre-Made Excel Spreadsheet

2005-2008-Home

Stayed Home with Step Children, Got Them To School/Picked Them Up

Volunteered at Kids’ School in Library, Main Office, and In Classrooms

2004-2005           American Soap Company    8.00/hr                               Denver, Colorado

Customer Service

· Data entry

· Inbound call acceptance

· Extensive customer service

· Data entry

1/2005-1/2006                   Promotion Source      8.00/hr                                        Denver, Colorado

Data Entry Operator

· Data entry

· Maintained online database

· Entered and updated customer database

3/2003 – 11/2003               Convergys      13.09/hr                                                Denver, Colorado

Universal Customer Service Agent

· Data entry

· Taking inbound calls

· Updating customers on outbound package status’

· Informed customers of rates and shipping information

10/2001 – 3/2003                TeleTech       9.75-12.91/hr                                                     Denver, Colorado

Universal Customer Service Agent

· Tracking customer packages

· Data entry

· Customer service

7/1998 – 12/1999                 AON Innovative Solutions       9.00/hr                        Golden, Colorado

· Responded to emails from liaisons, store representatives, vendors, and customers.   

· Received and handled inbound calls from liaisons, store reps, vendors, and customers

· Generated daily reports on status of claims 
· Dispatched customer claim orders


	Education, Honors, Awards
	Evergreen Sr High School

Evergreen, CO

Received HS Diploma 5/93

Mesa State College

Grand Junction, CO

Took Basic Courses

Red Rocks Community College

Lakewood, CO

Took Basic, Computer, and Business Courses

**Planning on going back to college after my husband is done with his Bachelor’s Degree.**

July 1998                                       AON Innovative Solutions

Extensive call center training        

June 1999                                    AON Innovative Solutions

Awarded “Employee of the Month” by other employees and a few supervisors

February 2003                               TeleTech 

	
	Awarded “Top 10% Employee” for call volume and Customer Service Skills

Employee of the Week-Ful Circle-2010

1992-1993 Received “Student of the Month” from teachers in High School




