
Katherine A. Coughlin

68 Woodstock Ave, Putnam, CT 06260, (H) 860-315-9293 (C) 860-817-0906, kac7192@yahoo.com
SUMMARY


10+ years experience in Customer Service/Administrative Support 

Computer skills

           Microsoft Word, Excel, PowerPoint, Outlook and Internet

Customer service skills
	Supervise 3 clerical workers
	Perform in-service training
	Call center

	Customer service
	Client / vendor liaison
	Collections

	Compose correspondence
	Document quality control
	Data entry

	Update database
	Process credit card transactions
	Receptionist

	File
	Process / distribute mail
	Multi-line phones

	Email
	Fax
	Scan



WORK HISTORY
National Accounts Setup Specialist





                          2012 - present
Waste Management, Windsor, CT 






            
· Work closely with National Account Managers, Program Managers, and Pricing Team Personnel. 
· Maintain effective professional oral and written communication to internal/external customers on the status of the account. 
· Compile, research, and verify customer's service information.
Claims Technician








            2011 - 2012
Ironshore Specialty Insurance Company, Simsbury, CT


Generate and send updated loss information to insured



Process claims for various profit centers; including Health, Property0 and Professional Liability



Process claims for Ironstar Bermuda Excess accounts overseas.



Work with excel spreadsheets in organizing and tracking various sets of data

Client Service Associate I (3 years)





                         2006 - 2010

Document Review (6 months)







     

ISGN / Fiserv Lending Solutions, Rocky Hill, CT








Liaison between clients and vendors



Resolve issues via phone / email pertaining to real estate appraisal reports, title and closing issues 



Quality control – ensure mortgages / deeds meet county and town recording guidelines

Customer Service




                                                                    2004 - 2006

Taylor Bean & Whitaker Mortgage Corp., Ocala, FL







Call center environment - assist customers with payments, escrow disbursements for taxes / insurance,


 principal reductions and loan modifications



Assist with issues via phone / email pertaining to financial transactions and mortgage statements



Provide loan to value calculations regarding various types of financial products
EDUCATION AND TRAINING
Hesser College, Portsmouth, NH Associate Degree in Paralegal Studies

