Lane N. Jackson

________________________________________________________________________
                                                                                               850-261-7784

                                                                                      LaneJack20@yahoo.com

EXPERIENCE

Portofino Island Resort – Pensacola Beach, FL
January 2010 – Present

Position: Maintenance Administration & Administrative Assistant for the Portofino Homeowners Association

In this position I perform administrative tasks at an upscale resort on Pensacola Beach, FL in both the maintenance office and the homeowner’s association office.  My responsibilities include building and maintaining relationships with homeowners, realty companies, realtors, agents & insurance companies; documenting work orders and dispatching jobs to the correct maintenance worker; educating owners and guests about the resort; and following up to make sure that maintenance work orders are completed. 
Salvator & Associates Insurance Agency – Gulf Breeze, FL

February 2009-November2009
Position: Customer Service Representative

In this position, I sold homeowners, auto, umbrella, and boat insurance.  I maintained and built relationships with clients in an effort to make their process as easy as possible. 
Molton, Allen & Williams, LLC – Pensacola, Florida

July 2007-December 2008
Position: Technical Assistant

My responsibilities included issuing commercial insurance certificates, processing endorsements and maintaining and building relationships with insurance companies and customers.  I also worked in the bond department, executing various types of bonds for large construction companies.
Gulf Medical Services—Pensacola, Florida

May 2006-August 2006

I worked in the billing department. My responsibilities included entering medical insurance claims, filing patient medical records, etc.

   

EDUCATION

 

· Mid-Continent University – BS, English – 2007   You 
· Jefferson Davis Community College, Liberal Arts – 2002-2004

 

LICENSES AND AWARDS

· Writing Excellence Award, Mid-Continent University, 2007
· 4-40 Customer Service Representative License
ORGANIZATIONS

· Member of the American Business Women’s Association – Pensacola, FL Chapter.
· Newsletter Editor and website manager for ABWA’s Pensacola, FL Chapter.
· Softball pitching coach for girls 9 years of age and older.
· 2004-2007 member of the Mid-Continent University’s women’s softball team
· Habitat for Humanity Volunteer, Mayfield, KY, 2006-2007
 

COMPUTER SKILLS

 

· Microsoft Publisher
· Microsoft Word

· Microsoft Excel

· Microsoft Office

· Microsoft Outlook

· Microsoft PowerPoint

· Quickfile

· The Agency Manager

· Quickbooks
 
