Tracey E Quirk

306 E Morrison St

Fayette, MO 65248

660-248-9822

traceyquirk@gmail.com
Objective

To find clerical work utilizing my computer skills, customer service and the medical terminology gained through previous employment in the southern Puget Sound area.

Employment Experience

PracticeMatch, Inc.



August 2003-February 2010

Data Entry Clerk

Provide data entry and website editing work for quality control.  Also researched information to be added to the website from books and other internet locations.

Walt Disney World Reservation Center

September 2000-August 2003

Guest Services Assistant Supervisor

Interacted with guests that had challenges when calling the reservation center.  Assisted in technical support and training to sales agents on the sales floor, edited reservations to avoid conflicts in travel arrangements, summarized guest compliments and complaints for management review and maintained hotel inventory for all Disney resorts and several surrounding properties.

ProductionHub, Inc.



January 1999-September 2000

Customer Service/Data Entry Associate

Instituted and managed the customer service department as well as entered and edited data on their website.

Broadway Gymnastics



June 1996-July 1998

Receptionist

Allocated payments, registered gymnasts in classes, maintained class schedules, inventoried in boutique and sold refreshments.

Skills

Type 45 wpm



Use of Dos, Windows 3.1, 95, 98, 2000, NT, XP & Vista

Multi-line telephone systems

Microsoft Office 2000 & XP              

Internet and Intranet applications
OpenOffice

Education

University of Central Florida

Orlando, FL

Bachelors in Arts – History

1998

Valencia Community College

Orlando, FL

Associate in Arts


1995

