Andrea Silbourne			A-Silbourne@yahoo.com(860) 462-6280
PROFILE - CUSTOMER SERVICE/ MEDICAL CLAIMS/ ACCOUNTS PAYABLE
Highly organized professional with proven success to lead a team, manage workflows. Known for problem solving, strong analytical, and organizational skills.
Thomas George Snell Weaver High            Graduated
Goodwin College                            Progress BA
Professional Experience
Prosegur    Security Officer 2018- Current
· Report to various posts on corporate property and complete daily post orders.
· Working with management on upcoming events. Also, receiving incoming and out calls
· Provide a safe and secure place to work by monitoring surveillance cameras throughout the day.
Caliver Trucking / Supervisor                                		2014-2016
· [bookmark: _Hlk510362544]Daily dispatch drivers to various jobs
· Accounts payable, schedule medical appointments and DOT paperwork
· Conduct safety meetings, payroll, fuel reports and drug test screening
DIS Insurance / Claims 			               2011-2013
· Prepare and compile documents for data entry
· Respond to request for information from claim adjuster
· Scan documents and review files in pending status
SYSCO of Connecticut / Administrative Assistant            1998-2010
· Daily processing confidential credit materials for our customers throughout the Northeast region
· Coordinate daily collection mail-outs and rebate invoices
· Record tracking independently, prioritizing commitment to meet deadlines
· Accounts payable/ customer service / receptionist coverage
Corporate Professional Training Time Management /OSHA / Security Fraud and Prevention 



