

	7784 Sherman Street; Denver, CO 80221  720-471-5109  liza.barrientos@yahoo.com

	Liza Barrientos

	Objective

	Honorable and Respectable future employee looking to gain a long-term, financially secure position within your company.


	Skills

	Detailed-Oriented, Knowledge in Microsoft Office, including Word, Excel, Access, PowerPoint,  Sales Force and Quickbooks. Dependable and Fast Learner; Ability to get deadlines complete in a timely matter.

	10/2014 – 01/2015
	Bolder Staffing
	Broomfield, CO

	Administrative Assistant/Warranty
[bookmark: _GoBack]Entered machine warranties;  follow up with factory on status of warranties
Answered phones and maintained warranty documentation 
Entered invoices and A/P and A/R into Quickbooks
· Phone & email follow up with external & internal clients


	

	3/2007 – 10/2013
	Staples, Inc.
	Broomfield, CO

	Department Product Coordinator
Entered multiple skus into Product Center (internal program) daily, maintained items, including general maintenance on a daily basis.
Pulled and analyzed daily reports; Assigned Remedy Service Desk tickets (up to 20/day) from Supplier Mailbox; Created and maintained supplier process documentation. 
Worked multiple projects under urgent deadlines.
· Phone & email follow up with external & internal clients.


	

	5/2006 – 3/2007
	Kevin Arroyo & Associates
	Denver, CO

	Personal Assistant
Prepared files for clients to purchase or sell home
Worked Data Entry and Customer Service; Showed homes to potential buyers


	

	7/2005 – 4/2006
	Express Personnel 
	Denver, CO

	Administrative Assistant
Answering customer phone call
Preparing packets for company; ordering office supplies; receiving mail
Liaison between all Employees, Contractors, Clients, and Consumers.



1992-1994 Community College of Denver North Campus          Denver, CO
		Completed Business Administration
