Karen Johnson
2909 West 81st Ave Unit K
Westminster, CO 80030

720-690-9204

Nanakaren64@gmail.com
_____________________________________________________________________________________________
OBJECTIVE:  To utilize my customer service skills and accounts payable expertise in the administrative field. 
SKILLS:

Excellent Customer Service

Accounts Payable 
Ordering Supplies
MS Word
Phones

Scheduling

Collections 
Receptionist

Placing of Orders

Works Independently

Maintaining Files

Team Player

Task Oriented
Documenting

EMPLOYMENT HISTORY:

Customer Service Representative, Waste Connections   Denver, CO 2001-2013
· Handled incoming and outgoing calls
· Accounts payable 

· Placed orders, cross sold company’s products 
· Handled all needed customer service issues 
· Data entry

Account Payable Representative, BFI  Denver, CO  1997-2001                           
· Data entry 
· Customer service 

· Accounts payable 

· Handled incoming and outgoing calls 
Sales Administrator Outlook Eyewear, Broomfield, CO  1995 – 1997

· Data entry 

· Customer service 

· Handled incoming and outgoing calls 

· Sales for customers

· Billing

EDUCATION:

Mapleton High School
High School Diploma - 1974

