
Education
Associates of Business – Front Range Community College – Expected Graduation, August 2014

Experience

Office Manager, Galitz Transportation InC. – June 2012 – March 2014

· Manage filing systems for multiple companies and customers 

· Made and received phone calls and emails, dealt with the general public

· Use QuickBooks to do payroll, billing and invoices

·  In charge of the money for the company

Arliene Ellis Photography – owner 

· Started a photography company in order to shoot senior pictures and sporting events

· Proficient in Adobe Photoshop
Customer service, Fiesta Time Inc. – JUne 2010-September 2011 

· Made deliveries and pick-ups of party rental equipment

· Made and received phone calls and emails

· Worked for the company when they won Best Small Business of 2011 of Brighton
Dollars & Sense Bookkeeping – Volunteer
· Organizing, filing, and preparing invoices 

Honors
· Earned the Silver Award in the Girl Scouts of America
· Exceptional Female Student of the Year, sophomore year of high school; voted by faculty members

Skills
· Proficient with Microsoft Word, Excel, and PowerPoint

· Proficient with Internet Explorer, Firefox, and Safari, Quickbooks

· Proficient with Macs, pages, Numbers, and Keynote
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