Lesley E. Johnson

theneverendingstoryofmylife@hotmail.com
155 Yancy Rd.

Madison AL

(256) 830-4826
OBJECTIVE:

Experienced administrative with strong writing and computer skills that will provide proven success in generating creative ideas and leadership.

SKILLS
Windows 3.1-XP Professional
Outlook Express

Computer Hardware

Clerical

Microsoft Word


Internet Explorer

Satellite Instillation

10-key by touch

Microsoft Access


Dream Weaver

Satellite Troubleshooting

60-70 WPM

Microsoft Excel


AutoCAD

Six Sigma


Auditing

Microsoft PowerPoint

Customer Service

PBX Multi-line System

Medical Claims


WORK HISTORY

L&L Systems-Tri-Star

Appointment Setter


Lakewood, CO 


06/2008-01/2009

· Made outgoing calls to Denver Residents to schedule appointments for demonstration on Tri-Star 

· Set up interview times for applicants

· Customer Service

Echostar-Dish Network

Technical Service Rep III

Englewood, CO 


06/2005-02/2007

· Assisted customers with satellite troubleshooting using rapid incoming calls

· Build and activated corporate business accounts

· Updated and distributed Six Sigma Reports

SourceCorp-Willspoint

Quality Assurance Auditor

Englewood, CO 


03/2003-02/2005

· Maintained 100% accurate processed medical claims; HCFA, UB92,  Medicare, Other Insurance, Super Bills

· Assisted during training using internal customer service

· Processed and updated all medical claims

Travelodge


Night Auditor



Lakewood, CO 


09/2002-03/2003

· Assisted guests within hotel check in check out
· Maintained 100% accurate reports regarding cash flow of hotel using Excel and Word
· Took incoming phone calls and booked reservations for guessts
PAID INTERNSHIPS - 2000/2003

Federal Emergency Management Agency




Lakewood, CO



· Took Rapid incoming calls

· Worked as a team player in assisting victims of the 2002 Colorado Wildfires

Gandalf & Associates/Lockheed Martin 




Deer Creek, CO

· Secretary for Engineering Department

· Clerical duties

Red Rocks Community College





Lakewood, CO 

· Secretary for Human Resources

· Wrote letters to qualified applicants 

Celanese Chemicals






Bay City, TX 

· Secretary for Maintenance Department with DECA during High School

· Scheduled vacation time for maintenance employees

EDUCATION
Red Rocks Community College

Lakewood, CO


2001-2003

Bay City High School


Bay City, TX


1997-2001

