Amber Uriarte Paredes
1050 Cimarron Cir Apt 307
Aurora, CO 80011
Phone: 720-435-2154
Email: uriarte.amber@yahoo.com 

Objective: To obtain a position that will enable me to use my strong Bi-Lingual (English and Spanish) skills, call center experience, communications skills.

Skills:
· Bi-Lingual (English/Spanish)
· Communication 
· Multi Line phone systems
· Computer skills (Microsoft Word, Excel, Outlook, PowerPoint)
· Clerical 
· Data Entry 
· Medical Assisting 

Experience:
Aerotek/Tyco Intergrated Security 						June 2012 – Present
· Answering calls within a minute to keep service levels within limits
· Assisting technicians with programming of security panels to ensure proper reading of signals.
· Contacting customers prior to any changes made and to inform them of all procedures.
· Communicating with supervisors and team leads about any escalations to get them handled correctly. 
· Utilizing Tech Support for technical difficulties and to ensure proper actions are taken
Primesource Staffing /ESM 						         February 2012 - June 2012
· Contacting potential high school graduates and families to set appointments to a college of their choice.
· Speaking with parent permission to make sure they are able to attend the meeting
· Transferring students to Admissions and verifying information
· Answering calls within one minute to make sure service levels stay within guidelines. 
Rocky Mountain Homecare 						        June 2011 – February 2012
· Contacting doctors and dieticians to ensure dialysis patients have correct medications
· Calling customers on a monthly basis to make sure they have enough supplies. 
· Completing orders if customer requests supplies.
· Following Medicare and Medicaid guidelines for prices and billing.
Denver Public Schools  						                    December 2010 – June 2011
· Ensure special needs students arrive to school safe and on time
· Speaking with teachers and parents about student daily activities to and from school. 
· Complying with State Laws on proper bus maintenance and proper equipment. 
· Teaching students emergency evacuations plans in case of emergencies 

Education:
Everest College	
Medical Assisting Diploma
William C Hinkley High School
High School Diploma
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