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Valerie Watkins


To obtain a rewarding and challenging employment in a  company where there would be room for growth and advancement. 




2004     Front Range Community College         Westminster, Co   -  GED
2008-2009, 2012    Kaplan Financial      Denver, Co  -  Pre licensing classes 
2003               Arvada West High School       Arvada, Co
2011 to Present   University of Phoenix Westminster, Co
Certified First Aid & CPR



       

			2011- Present         Transfirst                  Broomfield, Co
    
Tech support rep.  Incoming call center takes 400 to 500 calls a day providing technical support and customer service. 
			
			2009-2011       McKesson Pharmaceutical              Aurora, Co
Material Handler       
Picks Pharmacy orders.  Orders must be correct, and done fast.  Stocks and           distributes material.  Well picking orders must meet a standard for the pace of           (
Objective
) (
Education
) (
Work experience
)         picking and standards for accuracy of the orders. Have received achievement award for accuracy.


                                                 2007-2010        Berkley Risk Services                            Denver, Co
                                                                 Adm. Assistant for Property & Casualty Dept./CSR
                                          Provide outstanding service to over sixteen hundred customers.  Assist dept. head in all aspects of successfully administering the Property and Casualty Dept. including the timely processing of high volume of annual applications, mid-term changes, claims, incidents, and writing new policies.  Organize compose and produce letters, memoranda, reports, answer phones, incoming and outgoing mail, incoming and outgoing faxes. Assist all customers with any problems they might have due to policy changes, incidents, and any help they might need.  Attend dental conventions to market business. 







Provide superior customer service in a courteous, and timely manner
Exceptional listener and communicator who effectively conveys information both verbally and in writing.
Enthusiastic performer consistently cited for sunny disposition (
Skills Summary
) and positive attitude
Aptitude to pursue difficult tasks and solve complex problems
Dependable and honest team player, committed to success
Computer literate in a Windows environment
Ability to multi task in a high volume environment






