Rachael Neill

1542 Kennedy Ave, Louisville CO 80027
303-525-0197, chai_rae@yahoo.com

Skills

Strengths in analytical skills, dependability and clerical/program support. Emphasis on problem solving, organizational skills and communications with the public and coworkers. Experience working independently in the field as well as in a supervisory role.  Ability to execute routine duties such as cash handling, data collection and chart maintenance as well as long term projects. Familiarity with MS Office and a variety of scheduling software programs.  Referred to as self- motivating, possessing a strong work ethic and a high attention to detail.

Work Experience

Jennifer Paris State Farm, Longmont CO (full time)

06/01/2013- 09/13/2013
Customer Care Representative

Assisted with client contact incoming inquiries as well as outgoing requests for information or documentation. Gathered necessary information to file claims. Use of multiple computer screens and programs at a time. Set appointments and managed calendars, noted all interactions and correspondence. Clerical support of three Sales positions. Accepted payments on policies and entered into system, nightly deposits. Recently obtained state insurance license in property and casualty.
SuperTarget, Superior CO (part time)


                             
11/01/2012- 05/31/2013
Merchandise Flow Team Member (early morning)

Work was done independently as part of a team. Use of excellent planning, organization and numerical skills. Attention to detail locating appropriate display/shelving location. Moved and unpacked freight to create a fully stocked sales floor using the proper equipment, pallet jacks and box cutters. Cleared packaging materials from floor prior to store opening.

Transportation Security Administration, San Diego (part time)                          
 05/20/2012 – 07/27/2012
Transportation Security Officer

Demonstrated proficiency in conducting security measures in accordance with standard operating procedures as outlined by TSA. Screening of passengers and accessible baggage to a varying degree and methodology. Including document check, use of walk thru metal detector, x-ray operation and pat downs. This was a national security position which required security clearance.
New Alternatives Inc., Family Visitation Center, San Diego CA (part time)

02/2012 – 07/2012
Supervised Visitation Monitor and Transport

Responsible for supervising or monitoring visits and providing a safe and secure environment, physically and emotionally, for children in alternate care by supervising visits with family members. If necessary, redirecting inappropriate physical or verbal behaviors. Making sure allowable behaviors are case specific depending on trauma history and factors. Introducing and enforcing program rules to/with family members as well as educating caregivers on how to resolve problems. Reporting and documenting each visit including crisis plans and incident reports when necessary. Providing transport for children to and from caregiver’s homes. Observing each child’s physical and emotional state interviewing appropriately when necessary. Management of routes and time efficiently. Setting clear expectations and boundaries for parents, caregivers and children. Recording time, mileage and supervised visitation reports using appropriate forms depending on region. Position is a mandated reporter. 
PetsMart PetsHotel, Escondido CA (Seasonal –Full Time)

10/2011- 01/2012

Overnight Pet Care Specialist
Worked alone most nights cleaning kennels, grooming area and daycare areas for dogs and cats, sweeping, mopping and sanitizing. Laundering pet bedding and belongings, completed nightly checklist of duties and use of communication log. Monitored health and behavior of overnight boarders. Prepared morning meals for next shift to feed, washing community toys and bowls in sanitizer, prepared new kennels for next day guests, filling with fresh water.
Denver Department of Human Services, Denver CO (full time)
11/ 2010 – 07/2011

Administrative Support Assistant (IV) Family and Adult Division and Child Support Assistant, Child Support Enforcement Division
Data entry in CBMS (Colorado Benefits Management System), and WMS scheduling system of client recertification paperwork. Quality check for completeness and compliance, and scheduling for worker review and continuation of state assistance benefit. Responsibilities as a child support assistant included administrative support for three technicians by providing basic research on child support cases, preparing proper and accurate documentation to process server. Updated case information regarding address and employment verifications and maintaining critical timelines. Preparing legal documents for court proceedings. Organization, a high level of confidentiality regarding personal information access and awareness of legal practices and timelines was required.

U.S. Census Bureau, Location: Westminster CO (seasonal temp)                                                         04/2010 – 05/2010

Enumerator (Census Taker) NRFU

Conducted interviews with eligible household members. Explained the  purpose of the Census, asking questions as worded on censes forms, and recording data on required forms. Canvassing an assigned area. Maintain records worked, units produced, miles driven, expeditious completion of assignments. 

Real Pretty Cosmetics and Spa, Broomfield, CO (full time)                                                        
10/2008- Closed 02/2010

Assistant Spa Manager/Receptionist

Provided client services and general reception duties; including scheduling appointments, answering phones, and general spa upkeep. Retail inventory, ordering/purchasing stock,   key holder,   opening and closing spa, accepting  payments on account, settling tips for employees, preparing paper work and client charts for massage therapists, estheticians, and nail technicians. Paying utilities and other bills, managing employees’ days off /hours etc. Communication with vendors, landlord and maintenance staff.

Arapahoe House, Aurora, CO (full time)                                                                                                               2007

Program Assistant- Detox Services

Short term, substance abuse detox facility, scanned client files and reconciled hard copy files to paperless system. Quality checked client information for consistency and prepared hard copies for disposal or storage. 

Progressive Majority- grassroots political organizing 501(c)4, Denver, CO                                                       2005-2006     
Assistant to State Director (paid internship)

Responsible for assisting in the conceptualization, implementation, and facilitation of the First Annual Color Colorado Conference by recruiting and coordinating volunteers, researching and proposing a venue, negotiating with vendors, promotion and advertising, creation of a comprehensive event timeline, conducted mass mail/phone outreach to hundreds of previous donors and like-minded organizations, and overall event day management and oversight. Event resulted in over 250 attendees, 30 guest speakers, and 20 organizational booths. 

Northern Hematology/Oncology, Thornton, CO (full time)                                                                               2003-2004

Receptionist- offices/chemo clinic and lab

Front office, patient intake and received co-pays, directed phone calls to appropriate personnel – chemo nurses, lab, physician or administration. Chart preparation, scheduling (for three separate departments), release of records services, and obtained preauthorization eligibility status with insurance companies.  

Earl House Historic Inn, Boulder, CO (part time)                                                                                              2002-2003

Innkeeper

Provided high level guest services including; breakfast prep, tea service, and concierge.  Performed necessary business functions including sales, check-ins/outs, inventory/ordering from vendors, housekeeping and reservations.

Boulder Medical Center, Boulder, CO (full time)                                                                                                2001-2002

Receptionist- OB/GYN Dept.

Patient check in, scheduling, chart preparation per physician protocol (6 physicians). Directed phone calls to triage, nurse or physician as necessary. Also worked as a Medical Records Tech for this center from 1996-1999.

Education

Metropolitan State College of Denver, Denver CO




              
2004-2006

Bachelor’s of Science in Social Work – GPA: 3.85

Memberships/Awards: Cum Laude, Student Association of Social Workers Board Member, Student Representative for the National Association of Social Workers - Denver Branch,  Phi Alpha Honor Society, President’s Honor Roll 

Front Range Community College, Longmont CO

2008
Accredited coursework completed in medical office administration and finance as well as medical terminology.

