Desiree Padilla
10676 Ura Lane 									         Northglenn, CO 80234
(720) 467-0637										desipadval@gmail.com

Objective:
[bookmark: _GoBack]My objective is to obtain a full time position as an Administrative Assistant where my skills and knowledge will be utilized. I am also looking to provide optimal customer service in my position and further my experience.


Skills:
· Cash Drawer/Cash Register
· Multiple Line Telephone
· Cash Transactions/Deposits/Payroll
· Filing
· Scheduling
· Organize and Prep for Meetings
· 10 Key Accurate
· Sales Experience
· Computer
· Excel
· Power Pont
· Word
· Internet
Qualifications:
· Punctual
· Friendly
· Customer Service Orientated
· Great Organization Skills
· Detail Orientated
· Strong Leadership Skills
· Like to take initiative
· Dependable
· Team Player
· Energetic
· Outstanding Problem Solving Skills



Experiences:
Academy Bank
Retail Banking Representative 								               Supervisor: Sarah Roths
745 N Hwy 287 										         09/01/2009 to 05/26/2010
Lafayette, CO 80026										               (303) 665-1764
Duties: Conduct the daily transactions of banking through cash handling and providing the upmost customer service to our current and prospective customers. Also making sure I do my part in the branch to insure a safe and secure environment. I also carefully applied maintenance to accounts and in scripted addenda’s.

Timberline Chemical          
Executive Secretary 									          Supervisor: Sean Stepanoff
7094 Moss Ct										         06/05/2007 to 12/31/2010
Arvada, CO 80007									                  	 (720) 898-9754
Duties: Assist the vice president of the company in all aspects of an office setting. I filed customer files and chemical data accordingly with fine organization skills. Answered the phones in a courteous and helpful manner and directed all calls to the appropriate voicemail. Made banking transactions and mailed out bills in coordination with the business. Helped with payroll and scheduling as well as writing and submitting purchase orders and trucking instructions.

Farmers Insurance
Office Manager									       	       Supervisor: Brent Bauxbaum 
11178 Huron St 										         08/01/2007 to 03/30/2008
Northglenn, CO 80234    										 (303) 280-3111
Duties: Followed through with the daily functions of an office manager. I made sales calls to prospective customers. Planned and carried out marketing events. Organized training meetings and prepared for any and all meetings within the facility including making sure the correct supplies and materials where on tables or display areas, ordered meals and saw that beverages would be provided for all attendees. Made payment arrangements and received payments from customers paying insurance premiums. Finalized schedules, payroll, filing, answered phones and edited accounts.

The Stratford at Flatirons
Caregiver										               Supervisor: Robin Sands
400 Summit Blvd									         12/01/2011 to 02/17/2012
Broomfield, CO 80021											(303) 466-2422
Duties: Helped elderly residents with dementia in daily activities such as dressing, grooming (i.e. brushing teeth, washing, shaving, fingernail and toenail care, etc.), bathing, transferring, and toileting to ensure dryness and cleanliness for comfort and hygiene. Helped prepare and serve meals at meal times. Assisted dependent residents with feeding. Saw that residents attended social events and provided social activities such as reading aloud to the residents, playing games or doing crafts and hobbies.

The Meridian: Brookdale Senior Living
Caregiver/Personalized Living Coordinator			          			           Supervisor: Jennifer Jones
10695 W 17th Ave. 									                 03/01/2012 to Present Lakewood, CO 80215											 (303) 232-7100
Duties: Computed billing data and prepared invoices, statements, and accounting reports pertaining to medical activities within facility. Scheduled all PL employees according to clients’ needs. Scheduled residents for care, companionship, doctors appointment, and activities. Worked the floor as a caregiver whenever and where ever needed. Planned and followed through marketing events and sales strategies. Used medical billing and scheduling software such as ERSP and MedX (Visions). Used Microsoft Excel to project reports. Managed our expenses and revenue. 

Education
Columbine High School
6201 S. Pierce Street 
Littleton, CO 80123

Morgan Community College
920 Barlow Road
Fort Morgan, CO 80701
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