CAVEL DIXON-RUBEOR

22 Graham Road
Windsor, CT 06095
Tel: (860) 478-2321

Email: cdixonrubeor@yahoo.com
EXPERIENCE

TRAVELERS INSURANCE COMPANY 

March 2018 to April 2021
Operations Support Specialist
Responsibilities included appointing and terminating agency and producer relationships with Travelers

Researched, validated, and updated agency and producer license information to ensure compliance of Travelers agents and producers while providing high level of customer service and support

Obtained knowledge and understanding of state compliance rules and regulations

Performed research and analysis to respond to customer inquires

Maintained understanding and knowledge of state rules and regulatory requirements for all states

Obtained understanding and knowledge of agency structures and producer relationships

Responsible for preparing internal procedure documents

Acted as a mentor to new department hires
Projects:

Large Volume Appointment Requests for agencies and producers
Occupational Taxes/Business License Payment

Compliance Support

Triage
WAYFAIR
February 2018 to March 2018

Customer Service Representative
Resolved customer service inquiries while building relationships.
Provided service with post-order issues such as returns, replacements, refunds, delivery status, back order inquiries, and any other issues that arose in the order fulfillment process.
Maintained customer satisfaction, efficiency metrics and issue resolution targets.
Looked for areas of improvement and communicated trends in customer calls to leadership.
Navigated multiple software applications and technologies.
Demonstrated conflict management skills.
WILLIS TOWERS WATSON
December 2016 to November 2017 
Assistant Client Services Specialist
Responsible for issuing Surety bonds as well as performing associated activities based on specific instructions of the Client and/or Client Manager as communicated via a bond form.

Assisted with resolution of client/carrier accounting issues.
Prepared and submitted billing.
Reported bonds to carriers and associated filing activities.
Prepared written correspondence, reports, and analysis as needed for management.

Communicated with client, client managers, and other team members.
Conducted internal and external exchange meetings.
METLIFE 

June 2014 to April 2016

Short Term Disability Case Manager
Reviewed case notes and contacted employees to verify and obtain additional information.
Made contacts to obtain information from physicians and managers.

Reviewed documentation including medical information provided by physicians, job duty information provided by managers, and electronic medical protocol/duration guidelines.
Notified employees of eligibility to take short term disability time.
Generated letters of approval/denial for employees and managers.
Updated case notes with additional information and eligibility decisions.
Responded to inquiries regarding cases.
Followed cases through return to work.
Ensured that physicians provided return to work release.
Coordinated special accommodations with managers and occupational health nurses as needed.
If additional short-term disability time was requested which fell outside of guidelines/protocol, reviewed cases with nurse or physician.
Processed recertifications required for continuing short term disability leave.
Processed short term disability suspension due to lack of or insufficient information.
Processed information and communicated transition from STD to LTD.
Customer Service Rep II Annuities
Processed requests in a timely manner via telephone, fax, and email in a fast- paced team environment.
Provided one-on-one assistance to brokers and clients while partnering with sales and marketing teams.
Answered and documented incoming calls from Financial Service Representatives and clients to respond to their inquiries.

Advised Financial Service Representatives regarding market requirements, processes, contract provisions, and annuity products.
Researched and responded to errors, application/contract discrepancies, and processing delays.
Responded to special requests made by Financial Service Representatives and acted as a liaison between the representative and Annuity Operations.  
Processed allocation changes.

Performed special projects as assigned.
Processed complaints through research to find the cause and provide resolution.
GERBER SCIENTIFIC, INC.

March 2011 to June 2014
Customer Loyalty Representative

Provided support to domestic and international customers throughout multiple business units. 

Supported customers by answering order inquiries and billing questions.

Entered and tracked orders, processed returns, prepared quotations, and submitted expedite requests.

Determined the cause of complaints, located resources for problem resolution, and repaired trust.

Interfaced daily with internal partners within the Sales, Accounting, Field Service, Engineering, Logistics, and Material Extension departments.

JEFFERSON RADIOLOGY

August 2007 to July 2008

Reading Room Facilitator

Provided support to radiologists by monitoring and prioritizing caseloads.
Hung film for review.

Reported adjustments to the dictation service.

Researched/updated patient account information.
CONNSTEP, INC.

May 2001 to June 2004

Executive Administrative Assistant

Supported personnel and procurement functions including field operations.
Provided logistic and administrative support to the board of directors.

Prepared and submitted data/reports to federal and state stakeholders.

Scheduled appointments, conferences, seminars, meetings, and other events both on- and off-site.

Prepared presentations and reports.

Transcribed meeting minutes.

Reconciled field operations expense reports.

Supervised general office management including the receptionist’s responsibilities and temporary staff.

Contract Administrator

Provided support primarily to field staff and funding organizations for key client-related sales processes:

Assisted business managers with reporting.

Provided contract administration to stakeholders.

Developed management reports.  

EDUCATION

Yale New Haven Hospital School of Diagnostic Medical Sonography

July 2008 to July 2009

Certificate of Diagnostic Medical Sonography

Hartford Hospital School of Allied Health

September 2006 to July 2008

Certificate of Radiologic Technology

