PENNY A. (KENT) DeBAISE

285 DROUGHT RD

CAMDEN, NY  13316

(607) 760-7361

pennykent@hotmail.com
November 27, 2022
I am extremely interested in the full-time Sales Support Specialist remote position currently open at XDR Radiology in Rome NY.  I am highly qualified as identified below and in my attached resume.  
My position at Haylor Freyer & Coon Inc was eliminated on February 26, 2021, where I was employed as the Manager of Administration for 12 years.  Among my many responsibilities, I oversaw and assisted with all administrative services as well as the handling of all agency and agent licensing. I negotiated with HF&C, to stay on as a licensing consultant, working remotely from my home.  Licensing is critical to the livelihood of any insurance firm and with my detailed handling of this complex function, it was a win-win for both HF&C and myself to continue in this role.   My experience, familiarity with state requirements, licensing websites and resources, and my organization at maintaining and documenting licenses, made me proficient and efficient with the process.
On October 1, 2022, HF&C was purchased by a large national insurance and financial company.  Effective November 1st, the new company took over handling all the corporate licenses, individual employees are now responsible for handling their own, and my services are no longer needed.

As you can see from my resume, I have only worked for a few employers throughout my career but made numerous advancements within those companies. My loyalty, work ethic and high-initiative is evident in my employment history.  Almost every insurance position has been to support sales and service teams.  Working my way from entry level to management at Liberty Mutual, I held every role I would eventually supervise.  I’ve never lost sight of the value and importance of administrative support and now my extensive experience would allow me to support your team with maturity, professionalism and a clear view of the vast “big picture”.  Every job through my career has demanded meticulous attention to detail, thorough documentation, confidentiality and legal compliance. 
My example of a tricky customer situation is:  When I was a CSR at Liberty Mutual, the salesperson I worked with wrote a large commercial furniture manufacturer that had multiple entities across numerous locations.  By the third day we had the account, I realized that we had to reissue most of the certificates of insurance they had requested.  They had several employees across all their locations requesting these certificates, and most of them needed to be reissued under a certain business entity name, under a certain location, perhaps the certificateholder needed to be an additional insured or they didn’t want their umbrella policy to be listed on every certificate. We were reissuing the same certificate two, three or four times.  It was exasperating and embarrassing, everyone’s time was being wasted, and I feared we were losing credibility in the eyes of our client.  I thought “I’m the professional here and I need to take control of this situation”.  I created a template for certificate requests where the client could indicate business entity name, location, include umbrella policy or additional insured, if necessary, fax or mail to certificateholder, and send an additional copy to the corporate office, if necessary.  I contacted my corporate contact at the client and asked him to distribute my certificate request template to the appropriate contacts at his company.  He was thrilled!  This had actually been an ongoing problem with their previous insurance carrier as well!  The client was pleased, as were his employees, my salesperson, my administrative assistant and myself! Morale of the story:  Every customer is unique, as are their needs.  Sometimes the solution is so simple, it can be overlooked.  Get to know every client and always understand your own role and responsibilities to your team.
Please consider my extensive skills and vast experience as a potential asset to your company.  I can provide excellent personal but professional references. I look forward to hearing from you to discuss mutually beneficial opportunities.
Respectfully,

Penny A DeBaise
Penny A. DeBaise
PENNY A. (KENT) DeBAISE

285 DROUGHT RD

CAMDEN, NY  13316

(607) 760-7361

pennykent@hotmail.com
OBJECTIVE: 
To partner my 35 years of administrative experience, along with my analytical skills, management, office operations, administration, medical and customer focused background with a dynamic team  that embraces outstanding performance, dedication, and teamwork to ensure operational efficiency and exceed production goals.
EMPLOYMENT HISTORY: 

9/2008 to 10/2022
Haylor, Freyer & Coon, Inc., Syracuse, NY

3/2021 to 10/2022

Licensing Consultant
Handled all (600+) resident and non-resident insurance licenses for the agency as well as 150+ licensed staff.  

5/2009 to 2/2021

Manager of Administration and License Coordinator
Coordinator of administrative office operations and services of all HF&C locations, including facilities, vendor services, office equipment, postal standards, and budget adherence. Handled all resident and non-resident licensing.  Reported directly to the CFO.

9/2008 to 4/2009

Commercial Marketing Specialist

9/2021 to 6/2022

United States Postal Service, Camden/North Bay, NY

Single-handedly operated “small town” Post Office to serve the North Bay community by providing outstanding customer service with accurate and prompt postal delivery, retail sales of stamps and supplies, offering best shipping options, handling customer complaints and managing building facilities, while following all USPS policies and procedures.

3/2021 to 6/2021

TemPositions, New York, NY

COVID-19 Vaccinator – Administered COVID-19 vaccines to patients as part of the Vaccinate NY Project.  Screened patients for vaccine eligibility and counseled on side effects and protocols.

11/2002 to 9/2008
Liberty Mutual Insurance Company, Indiana and New York

1/2004 to 9/2008

Service Manager, Personal Markets
Managed customer service and office operations across six locations to ensure growth, retention and customer satisfaction.

11/2002 to 1/2004

Disability Case Manager
12/2000 to 12/2003
Licensed Practical Nurse in the Health Care Industry, Indianapolis, IN 
2/1985 to 12/2000
Liberty Mutual Insurance Company, New York and Indiana
4/1997 to 12/2000

Regional Service Manager, Commercial Markets
Managed the delivery of service to business clients within the IN, KY & WV Region to ensure operational efficiency & quality customer service. 
9/1992 to 3/1997

Customer Service Representative, Commercial Markets
12/1989 to 9/1992

Administrative Assistant, Commercial Markets
6/1988 to 9/1989

Claims Representative – Property, Auto & Liability
9/1985 to 6/1988

Administrative Assistant, Commercial Markets
2/1985 to 9/1985

Claims File Clerk
PROFESSIONAL LICENSES:

NY Life, Accident & Health Agents License #LA-822538
NY Property & Casualty Agents License # PC-822538

Licensed Practical Nurse, NY License # 182043

EDUCATION & TRAINING:

Practical Nursing Accredited Program - Broome-Tioga BOCES, Binghamton, NY

Numerous management and customer service training programs as well as many insurance courses
