Kimberly J Lee

1075 Washington Street Apt ¨ 306 Denver CO ¨ 303-839-9524 ¨lkim117@msn.com

Administrative Assistant

SKILLS

Data Entry 
Customer Services 
Microsoft Word 2007
Microsoft Excel 2007

Typing-45 wpm
Mailroom Skills 
 10-Key 10945

Microsoft Windows 2007 

EXPERIENCE
Eligibility Specialty Clerk 

    Ramstad Staffing 

  

Denver, CO 2012

· Enter data entry information from heath adult application forms
Data Entry Clerk 
  

    First Transit




Denver CO 2006-2010

· Enter information and 10-key and data entry entering driving manifest schedules on spread Updated

· Annual reports, processed documents. Perform filing and scan schedules from manifest receptionist backup
 Data Entry Clerk 

   State Department Revenue/ Express Personnell
 
Denver, CO 2006

· Performed mail preparation and sorting. Enter data entry.  Entered annual reports and process client names address on petitions for the upcoming elections.   Opened and sorted State income tax forms, and performed data entry

 Clerical 



      Colorado Payback/Westaff Staffs
Denver, CO 2005 
· Entered financial information into a proprietary software database. Entered customer loan information into database via MS Access, and retrieved loan status from lenders via MS Outlook

Clerical


                         Affiliated Computer Services/Spherion Staffing


Denver, CO 2004
· Researched client data information and determined correct posting of payment and accurate processing 
Medical Insurance Application Processor    Veteran’s Affair/Talent Tree

Denver, CO 2002-2003

· Processed insurance applications and created spreadsheets showing the status of customer applications

Denver, CO2001-2002 
· Entered information about the doctors who had pending legal cases against them
Records Clerk

                          Qwest Communication/Source One Management

Denver, CO 1998-2000 

· Received inbound customer service calls regarding questions about their bills and resolved problems
EDUCATION 


Emily Griffith School, Denver, CO


2009

Essential Medical Office Skills Certification

2008

LSU Continuing Education Online


2008
Business Professional Offices Skills 

   
2004

Universal Online Class
 East High School



                Des Moines IA
VOUNTEER
Visiting Nursing 




2010
Alzheimer’s Associations



2006

Data Entry



Visiting Nursing 




2010
East High School



Des Moines

, IA

