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	Victoria M. Jaramillo	14774 March Drive	Phone: 303-373-5311	E-mail: vmj040478@yahoo.com	


	
	Objectives
To become a successful Woman in today’s fast paced world.
Education
Arapahoe Community College Littleton, CO (Some Course Work Complete)

Metro State College Denver, CO (Some Course Work Complete)
Experience
Front Desk Coordinator (July 1, 2014 – Present)
HealthONE Occupational Medicine and Rehabilitation (14000 E Arapahoe Road, Ste. 160, Centennial, CO)
I work the front desk at this clinic. We are in charge of register, checking in /out patients. We also collect payments for certain procedures. I answer incoming phones and direct them to the right person.  We schedule appoints for all patients. And also help with any research that may need to be done on a case.  My Current Salary is $13.50 an hour
Sales/Executive Administrative Assistant (April 1, 2012 – March 15, 2013)
Hands-On Labs, Inc. (3880 S. Windermere Street, Englewood, CO)
I am the Administrative Assistant to both the Sales Team and the Executive Staff. I help with getting orders placed for clients. As well, I help get meeting scheduled, make sure they have the room & supplies needed. I also help with travel planning for our Executive staff. I answer the main phone line and direct calls to where they need to go. I help with all admin duties. My Current Salary is $14.00 an hour.

Support Specialist III (May 15, 2007 – June 6, 2009)
Denver Health & Hospital Authority (990 Bannock St, Denver, CO 80204)
I worked in the Managed Care department. I helped answer phone calls from members, as well as helped with claims issues. I later was put in charge of different reports for our Medicaid line of business. I worked on the reports in Microsoft Excel, Word and Power Point.
Sales Support (October 2006 – October 2007)
Macy’s @ Northfield (Northfield @ Stapleton, Denver, CO 80238)

I was a Sales rep in the Gift Wrap Department and helped out on the sales floor with other departments.
Political Consultant (May 2006– October 2006)
We the People, Inc. (Denver, CO)

I am in working on educating voters in the 7th Congressional district of Colorado. I am in charge of finding volunteers and helping them phone bank and also do canvassing across the district.


Research Assistant (February 2006 – June 2006)
Denver Area Council BSA (Denver, CO)

I was in charge of entering all data from research projects into reports and I also looked up data for projects.


Regional Field Director/Deputy Base Vote Director (August 2004 – November 2004)
Colorado Coordinated Campaign (Denver, CO)

I was in charge of the Denver county for the November election.

Sales Support (June 2002 – July 2004)
Corporate Express ICGS (Aurora, CO)

I was the Sales Support for this location. I answered phones, entered orders, payroll and customer service. I also did the filing for the department.
Skills
· MS Word Expert
· MS Excel Expert
· MS Access Expert
· MS Outlook Expert
· PowerPoint Intermediate
PROFESSIONAL MEMBERSHIPS / AFFILIATIONS
· Circle of Latina Leadership Class of 2003
· CLL Alumnae Group
References
Danella Soeka                                  
Hands-On Labs, Inc.
Director of Marketing & Strategic Planning
3880 S. Windermere Street, Englewood, CO          219-789-2702

Debbie Beauchamp                           
Hands-On Labs, Inc.
Client Services Representative
3880 S. Windermere Street, Englewood, CO          303-349-4676
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