TAUNDRA
MIDDLETON

TAUNDRAMIDDLETON@GMAIL.COM

1)

512-294-3523

SUMMARY
I am a Quality-focused individual who is
committed to approaching administrative
tasks with tenacity and attention to
detail. Proficient in MS Office and data

input programs used to collect insurance
information.

EXPERIENCE

SKILLS
Patience-Attentiveness- Clear communication
skills

Knowledge of the Product- Ability to use
positive language
Time management skills

Ability to ‘read’ customers- A calming
presence

Goal-oriented focus- Ability to handle
surprises

Persuasion skills- Tanacity- Empathy-
Willingness to learn

DENTAL CUSTOMER SERVICE REPRESENTITIVE « DENTAQUEST
JUNE 2018-SEPT 2008 11044 RESEARCH BLVD. BUILDING D - 400
AUSTIN, TX 78759
Handled inbound calls from policy holder, healthcare providers, and other
insurance

Companies.
Answered inquiries on policy coverage and dental claims.
Accurately documented, researched and resolved customer service issues.
Managed high call volume with tact and professionalism.

Consistently met performance benchmarks in all areas including: accuracy,
speed, and volume.

Maintained strict compliance with State, Federal, and other regulations (e.g.,
OSHA, HIPAA)

RETENTION SPECIALISTe TIME WARNER CABLE -OCT 2014-
MARCH 2017 8044 BURNET RD. AUSTIN, TX 78754
Handle customer inquiries, complaints, billing questions and payment
extension/service requests.

Use product knowledge and competitor information to educate and retain
customers, renewing value and loyalty from the customer to the company.

Introduced company products and services to existing customers.

Calm angry callers, repair trust, locate resources for problem resolution
and design best-option solutions.

Interface daily with internal partners in accounting, field services, new
business, operations and consumer affairs divisions.

Responded to all queries regarding billing disputes.
Executed orders for new service, reschedules and saved accounts.

Monitored and reported the results of retention efforts.

Education
High School diploma
Mccallum School 2003



* ACROBAT OUTSOURCING
¢ TSC GROUP

Employment Application

Acrobat Outsourcing is an equal opportunity employer dedicated to non-discrimination in all employment
practices. Acrobat Quisourcing selects the best qualified individual for the job based on job-related
qualifications regardless of race, age (40+), color, religion, gender, national origin, ancestry, marital status,
sexual orientation, disability or any other status protected by applicable law.

l

PLEASE PRINT

Full Name OU ‘(\O\(Q f\(“do Q: l.)ate.:q q 9’0lq i
Home Telephone 6_‘_’},) ul Other Telephone {

Present Address QSUI__QM_M - br: 0572 L:{

Permanent Address, if different from present address:

Email AddressWﬂdlM@%m VCAZ (o

" EMPLOYMENT DESIRED' |

Position applying for: D( “\‘ Salary desired:
Are you currently registered wilh any staffing and/or employment agencies? If so, please list
Fd ‘

1 No__
Temporary work, e.g., summer or holiday work? Yes___ No___  From: To:

How did y;/ind out about our oper position? (Please check fill in proper name of source):

Referral Name of Referranﬂﬂf_lé_&Aﬁﬁi&}, Newspaper [1 Job Fair [0 Agency []
Company Website [] Other Web Posting [] Other Source [

Coufd you,work overtime, if necessary? YesMNo___ If hired, on what date could you start working?
"'l {

;o’l")

Are you applying for: Full-time work? Yesm\_/ No___ Part-time work? Yes

Please keep in mind that schedufes and shifts may vary depending on position and season. Additionally, the
hours may vary from week to week, depending on the company needs. Please list only the times/days you're
available to work below.

SPECIFY SUNDAY MONDAY TUESDAY WEDNESDAY THURSDAY ERIDAY SATURDAY
HOURS
AVAILABLE f\' > ? ~ -
DAILY t Q\Vt %[\ ~
AM e e
PM
Do you have any vacations or extended leaves planned in the next 12 months? !f so, please list dates:

14750 NW 77" Court, Suite 100 | Miami Lakes, FL 33016
T 305.681.8800 » F 305.681.8804 - theservicecompanies.com
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B B PERSONAL INFORMATION =~~~/
Have you ever applied to or worked for Acrobat Outsourcing before? Yes__ No_ T If yes, when?
Do you have friends or relatives working for Acrobat Qutsourcing? Yes___No ™ If yes, please state name and
relationship
If hired, would you have a reliable means of transportation to and from work? Yes_\__/ No___

If hired, can you present evidence of your legal right to live and work in this country? Yeslﬂ_/ No___
State age if you are under 18 . If you are under 18, hire is subject to verification that you are of minimum

legal age to work.
Are you able to perform the essential functions of the job for which you are applying? Yes LAO_

If no, describe the functions that cannot be performed. (Note: We comply with the ADA and consider reasonable
accommodation measures that may be necessary for eligible applicants/employees to perform essential functions.)

Pursuant to any and all Fair Chance Ordinances, we will consider for employment
qualified applicants with arrest and conviction records.

| - .~ EDUCATION & SKILLS . -

NAME OF SCHOOL CITY & STATE GRADE OR DEGREE DID YOU GRADUATE?
COMPLETED
wlollum HA. [Pustin, 1 Vs
Do you have any special licenses, certificates of special YES NO
training? if so please list under “Special”.
T
Are you computer literate? If so, list software knowledge (\Yy NO
under “Special.”
Are you proficient with Point of Sales Systems? If, so please VES NO
list which anes under “Special.”
Do you have any other experience, training, qualifications
or special skills, which you feel make you especiatly suited YES @
for work at Acrobat Cutsourcing? If so, please list under
“Special.”

Special:

M clbsoft ofiee , xepil, el puint:

14750 MW 777 Court, Suite 100 | Miami Lakes, FL 33016
T 305.681.8800 » F 305.681.8804 - theservicecompames com
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. EMPLOYMENT HISTORY. -

List below all present and past employment starting with your most recent employer {last 10 years is sufficient), Account for
unemployment periods of three months or more.

Are you currently employed? Yes___ No_;_\-_/ If so, may we contact your current employer? Yes___ No__

Name and Address of Employer \[0 . ‘ Vd .

Type of BumnesM Telephaone Mo. ) Supervisor's Name -
Your Position and Duties A‘\‘w,l m |Y\‘ VW
h anol — nies

Dates of Emptoyment: From(_L_L@__ To ﬁY’_Lﬁ_

Reason for Leaving: &L’, lﬂ g ) Q)Do'iﬂ Qﬂ
Name and Address of Employe;ﬁmq_mr Cch

Type of Busines!

Your Position and Duties

Bloaut il uc] C
Dates of Employment: From\n \ ‘ El To'z ' l 2

Reason for Leaving: Q«O(L“H\ \SM 6

Name and Address of Employer

Type of Business Telephone No. ( ) Supervisor's Name

Your Position and Duties

Dates of Employment: From To

Reason for Leaving:

Mame and Address of Emplayer

Type of Business Telephone No. ) Supervisor's Name

14750 MW 77™ Court, Suite 100 | Miami Lakes, FL 33010
T 30%5.681.8800 « F 305.681.8804 - theservicecompanies.com
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Your Position and Duties

Dates of Employment: From To

Reason for Leaving:

N

Have you ever been fired from any previous place of employment? If so, please explain:

F . . o MILITARY SERVICE = ..o v L
NOL/

Have you obtained any special skills or abilities as the result of service in the military? Yes____

i so, describe:

| ~ . JOBRELATED REFERENCES. - . =
List below three persons not related to you who have knowledge of your work performance within the last
three years.
Name: i Telephone No. zil‘?—__ ) C"o‘ ol M 539—1—?
Address

Occupation:w,‘(_‘“m Relationship{]l\ums_ﬁl.@' Number of Years Acquainted: rD

Name: \(:‘-(' 6@0{6& Telephone No. @2) "-30\ - 3<q3

Address

Occupation: Relationship:co‘m\a( Number of Years Acquainted: l >

Name;b\dﬂﬁ\ %‘O:*" Telephone No. QQM_ZQ_
Address MLLM

Occupation: Relationship:mwﬂumber of Years Acquainted: [ b

14750 NW 77™ Court, Suite 100 1 Miamy Lakes, FL 33016
T 305.681.8800 » F 305.681.8804 « theservicecompanies.com
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Please Read Carefully, Initial Each Paragraph and Sigh Below

| hereby certify that | have not knowingly withheld any information that might adversely affect
my chances for employment and that the answers given by me are true and correct to the best
of my knowledge. | further certify that |, the undersigned applicant, have personally
completed this application. | understand that any omission or misstatement of material facts
on this application or on any document used to secure employment shall be grounds for
rejection of this application or for immediate discharge if | am employed, regardless of the
time elapsed before discovery.

education and other matters related to my suitability for employment and, further, authorize

%\(f\ | hereby authorize Acrobat Qutsourcing to thoroughly investigate my references, work record,

the references | have listed to disclose to the company any and all letters, reports and other
information related to my work records, without giving me prior notice of such disclosure. In
addition, | hereby release the company, my former employers and all other persons,
corporations, partnerships and associations from any and all claims, demands or liabilities
arising out of or in any way related to such investigation or disclosure.

| hereby authorize Acrobat Qutsourcing and its authorized representatives to solicit information
regarding my background, which may include but not be limited to, information about my

g

employment, education, and/or criminal history, which may be in the files of any federal,
state, or local criminal justice and law enforcement agency and general public records history.

| understand that if selected for hire, it will be necessary for me to provide satisfactory evidence
of my identity and legal authority to work in the United States, and that federal immigration
laws require me to complete an [-9 form in this regard within three days of my hire date.

Acrobat Outsourcing is an at-will employer. | understand that nothing contained in the
application, or conveyed during any interview, which may be granted or during my

employment, if hired, is intended to create an employment contract between me and the
company. In addition, I understand and agree that if | am employed, my employment is for no
definite or determinable period and may be terminated at any time, with or without prior
notice, with or without cause, at the option of either myself or the company, and that no
promises or representations contrary to the foregoing are binding on the company unless made
in writing and signed by me and the company's designated representative.

| hereby acknowledge that | have read and understand the above statements.

Applicant’s Signature Date r‘\ Q\ \ 0\

oo

14750 W 77™ Court, Suite 100 1 Miami Lakes, FL 33016
T 305.681.8800 « F 305.681.8804 ~ theservicecompanies.com



outsourcing
Your Hospitality Sta feasiona
‘our Hospiiality Statting Pro Is Dishwasher Test, ‘ Score /10

& 1) After washing your hands, which item should be used to dry then'*ih?
a) Clean apron

h) Sanitized wiping cloth
Single use paper towel
d) Common used cloth

C/ 2) While washing dishes by hand, which item should you wear?
a) Cutting glove
b) Oven Mitt
&P Rubber glove

d} Nothing
&(. 3) When should you wash your hands?

a) Before you start work
b) After handling non-foad items {garbage, money, cleaning cherplicals)
¢) After using the restroom
& of the above ]

‘Z ) 4) i you need to move a heavy load, you should PULL and not PUSHthe object.
a) True 1

| S

Fervekaan S g

Q‘ 5) Which of the following could you be at risk for getting burned fram?
- a) Steam from hoiling pots ;
b} Hot liquids (coffee, soup, tea) '
c) Hot equipment (ovens, pots, chaffing dishes)
d)_ Harsh chemicals

All of the above

44‘ ) . ork-related injuries, accidents or ilinesses should be repnrteél immediately to the supervisor on duty.
— True ]
b} False

.7) What should you do if you spill tiquids or see a lTquid spili?
a) Leave it for someone else to clean-up

Wait untii the end of your shift to clean it
c] Blag the spilt and clean it immediately

Not sure ]

& 8} When handling hot items you should? :
a) Wear rubber gioves f
Mo need to wear anything ;

Use an oven mitt or cloth towel

d) Nothing :
fg 9) If.you are using a three-compartment sink for cleaning and saniti:f;;!ng, the second sink is used for?
Rinsing 4
k) Scraping
c) Washing

SRR LT

d} Sanitizing )
& 10) What is the proper method for cleaning and sanitizing stationary l;equipment?
————— @) Spray with a strang cleaning solution and wipe with a sanltizer@ cloth
b)_-Spray with a sanitizing solution, then rinse with clean water arjgd dry
ash and rinse, then wipe or spray with a chemical-sanitizing olution
d) Brush off loose soil with a clean cloth, then wipe with a sanitizE;ng solution

TEST Dishwasher (rev. 2013.07.31)



