1150 Syracuse St. #10-196

Denver, CO 80220

720-987-9858 
mauricec06@gmail.com
Maurice Cates

___________________________________________
Objective:
To obtain a position working in a professional business environment with opportunities that will allow me to utilize my skills while also presenting me with the chance for growth, challenge and opportunities to excel.  
Experience:
Colorado Technical University  
Greenwood Village, Colorado 



 March 2008 – June 2010
File Room Coordinator
· Responsible for overall upkeep of physical campus records  
· Job functions included:  Filing both new and old student documents into the proper files
·  Assisting both my own as well as other departments in general clerical duties
· Completed tasks such as:
· Keeping track of, and filing various types of documents

· Copying various documents for departments on campus as well as faculty members
· Assisted in both returning and receiving shipments for the on campus bookstore (required extensive use and knowledge of Microsoft Excel)

· Assisted in organizing as well as getting rid of old books in the campus library
· Answering Phones in an efficient professional manner
Metropolitan State University of Denver 
Denver, Colorado 





 August 2010 – June 2013
IT Support for Chicana/O Studies Dept.
· Responsible for assisting in various projects that are important to the mission of the department.  

· Job functions included:  Troubleshooting computer hardware and software issues, Data Entry, Flyer Creation, Researching various information needed for the department, and General Clerical Duties.
· Completed tasks such as:

· Inputting data into Microsoft Excel and producing various charts

· Repairing and troubleshooting various hardware and software issues within the department.

· Creating various types of flyers as well as other projects within Adobe Photoshop

· Assisting in planning various projects and planning itineraries for the department chair 
· Assisting in the organization of department data, various information for projects, and organizing, collecting and researching information for visual media projects.
EDUCATION:
Colorado Technical University: 

June 2007-June 2010
Field of Study: Graphic Design
Degree obtained: None. Transferred to Metropolitan State University due to more accessibility of degree programs pertaining to my desired field.

Metropolitan State College of Denver:
August 2010-Present
Field of Study: Classcal Guitar Performace
Degree obtained:  In progress
Additional Skills: 

Extensive knowledge with:

· Microsoft Excel, Microsoft Word, Macromedia Dreamweaver (HTML), Adobe Photoshop, Adobe Illustrator, Adobe Flash, QuickBooks(proficient) 
· Able to repair computers and troubleshoot various problems concerning computer software and hardware.
