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	Skills Profile

	Customer  Service skills                        -    Well organized
Multi-line phone usage                         -    Professional demeanor
Type 40 wpm
Knowledge of Microsoft Office
Operate common office machines

	 Employment History

	Volt Employment Services
Optum Rx    Customer Service Advocate
Overland Park, Ks
Answering up to 80 inbound calls per day regarding insurance and prescription benefits, for Medicare and Commercial clients.
Providing excellent customer service to clients regarding eligibility information, billing and payment issues on their accounts.
Respond to complex customer calls and resolve customer service inquiries, which include customer material requests physician assignments
	11/1/2012-4/30/2013

	     Educate members on benefits, use of plan and status of orders and claims.

	Beauty Brands Salon and Spa
Shift Manager
	1/1/2011 — 8/2/2012

	Colorado Springs, Co
Scheduled appointments for salon services.
Managed tasks and supervised store associates
Processed incoming merchandise, returns and exchanges.
Performed opening and closing of the store.
Accountable for store financial assets, reconciling cash drawers, preparing deposits and order changes from bank.

	
	1/1/2003-1/11/2011

	      Current, Inc
      Accounts Receivable Representative
        Colorado Springs, Co
 Processed and reviewed collection reports for business and consumer delinquent accounts.
Maintained credit and billing transactions, including cash handling and reconciliation of accounts in a timely manner.
Open, sort and distribute incoming correspondence including faxes and emails.
Prepared financial statements and invoices


	
	

	Education:
      Leavenworth High School                                       Leavenworth, Kansas
            Diploma                                                                                1983
           

	refrences upon request

	



