Jessica Cintron
24 Porter Street 
Springfield, Massachusetts 01104
 (413) 563-3799 
Jcintron2@springfieldcollege.edu
OBJECTIVE
Highly motivated experienced professional ready to make the transition to excel in human services. Able to quickly identify problems and successfully implement solutions. Exceptionally organized, disciplined, strong administrative skills, self-motivated, compassionate, committed to social justice, good oral and written communication skills. Seeking to find a position that allows me to transfer my skills, training, and abilities into the human services field.

SKILLS AND CORE COMPETENCIES
	· Good communication skills
	· Energetic

	· Patience and empathy
	· Flexible

	· Proven excellent customer service skills
	· Adaptable

	· Integrity and patience
	· Able to take initiative

	· Computer Literate: Windows, Internet, Word, PowerPoint, Excel, and Outlook.
	· Work well independently as well as part of a team.

	· Able to work cooperatively and get buy in from others
	· Bilingual (speak, read, and write fluently in both English and Spanish) and bicultural.

	· Dependable and reliable
	


EXPERIENCE
Medical Customer Service Representative				April 2011 - Present
Louis and Clark Medical 
Summary of responsibilities:  	
· Responds promptly to customers’ inquiries and complaints.
· Deal directly with customers either by telephone, electronically or face to face
· Obtain and evaluate all relevant information to handle product and service inquiries
· Provide pricing and delivery information
· Perform customer and insurance benefits verifications
· Set up new customer accounts
· Process orders, forms, applications, and requests
· Organize workflow to meet customer timeframes
· Direct requests and unresolved issues to the designated resource
· Maintain customer databases
· Communicate and coordinate with internal departments
· Follow up on customer interactions, requests, and orders
· Communicate with prescribers, other medical and pharmaceutical personnel to obtain updates, prescription information, and improve work flow. 
· Interact with insurance providers to obtain patient information, verify information, and obtain approvals of medication, supplies, products, and equipment.
· Process files and scripts for compliance, as well as, nursing homes discharge orders.  
· Process orders and related documents to warehouse for delivery
· Answer extremely busy multi-line phone calls 
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Medical Customer Service Representative						2010 - 2011
Agawam Medical Supply 							
Summary of responsibilities:  	
· Responds promptly to customers’ inquiries and complaints.
· Deal directly with customers either by telephone, electronically or face to face
· Obtained and evaluated all relevant information to handle product and service inquiries
· Provided pricing and delivery information
· Performed customer and insurance benefits verifications
· Set up new customer accounts
· Processed orders, forms, applications, and requests
· Maintained customer databases
· Communicated and coordinated with internal departments
· Followed up on customer interactions, requests, and orders
· Communicated with prescribers, other medical and pharmaceutical personnel to obtain updates, prescription information, and improve work flow. 
· Interacted with insurance providers to obtain patient information, verify information, and obtain approvals of medication, supplies, products, and equipment.
· Processed files and scripts for compliance, as well as, nursing homes discharge orders.  
· Processed orders and related documents to warehouse for delivery
· Answered multi-line phone calls and updates and enter data into automated systems.

Customer Service Supervisor 								2003 - 2005 
Customer Service Coordinator								2002 - 2008
Raymour & Flanigan 
Summary of responsibilities:
· Processed service maintenance orders
· Ordered parts from various furniture vendors
· Contacted furniture vendors for status on the parts arrival on an ongoing  basis
· Worked with service technicians daily
· Processed service calls 1st call solution 
· Approved and keyed exchanges of merchandise
· Defused irate customers calls 
· Inspected merchandise to ensure quality, quantity, and accuracy of order.
· Operated multi-line telephone, directed callers to appropriate resources, and provided them with appropriate information.
· Provided administrative support such as ordering, printing daily reports and filing 
EDUCATION
· Springfield Technical Community College
 

· Springfield College
School of Professionals & Continuing Studies 
[bookmark: _GoBack](Currently attending – Graduation Expected May 2019)

VOLUNTEER SERVICES
· RWC – Welcome Committee
Responsible for the coordination of newcomers’ orientation and introduction, the preparation of orientation packets, as well as, the greeting of new and established members
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