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Objective
I am seeking a position, allowing me greater opportunity to use my skills. Attention to detail, and leadership abilities.

Experience
Cricket Corporation 	March, 2014-July, 2014
Sale Associate 
Count money in cash drawers at the beginning of shifts to ensure that amounts are correct and that there is adequate change.
Receive payment by cash, check, credit cards, vouchers, or automatic debits.
Confer with customers by telephone or in person to provide information about products and services, to take or enter orders, cancel accounts, or to obtain details of complaints.
Keep records pertaining to purchases, sales, and requisitions.
Perform work activities of subordinates, such as cleaning and organizing shelves and displays and selling merchandise.

American Financing Corporation
Customer Service Representative 	February, 2013-November, 2013	
Operate telephone switchboard to answer, screen and forward calls, providing information, taking messages and scheduling appointments.
Receive payment and record receipts for services.
File and maintain records.
Schedule appointments, and maintain and update appointment calendars.
Education
West High School	August, 2008-May, 2011
Skills
· Communications: Good written and verbal presentation skills. Use proper grammar and have a good speaking voice. Fluent in both English and Spanish.
· Interpersonal Skills: Able to get along well with co-workers and accept supervision. Received positive evaluations from previous supervisors.
· Organizational Skills: handles details, coordinates tasks, punctual, manages projects effectively, meets deadlines, sets goals, and keeps control over budget.
· Flexibility: Willing to try new things, manage multiple assignments and tasks, set priorities, and adapt to changing conditions and work assignments.
· [bookmark: _GoBack]Proficient computer skill: Microsoft office programs



