8/11/2014


Front desk Receptionist position

I am interested in making a full time career move to Office Administration.  I believe I would be a perfect match for the Receptionist position. Since graduating with a Bachelor’s degree I have been working for Target Corporation.  As a manager I have a great understanding of Office Administration, Executive Assistance and Human Resource support in a retail setting. Above all I am most accomplished in adapting to most working situations providing exceptional customer service while maintaining a friendly, positive and team oriented attitude.

While my administrative work experience is not as extensive as my retail experience, you will see that my past and current education combined with my extensive work experience has provided me with a unique transferable skill set, which most Administrative Professionals do not possess.  In addition to my Bachelor’s degree I am currently enrolled in Red Rocks Community College where I have already received high marks for Records Management, Excel and MS Word.  My current educational goal is to obtain the Microsoft Office certificate.  I look forward to hearing from you and discussing my qualifications further. 

Sincerely,

April Mendez
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April Mendez
10289 Christopher Dr. Conifer, CO 80433 | 303-621-4033 | apriljunemendez@hotmail.com
Objective
Seeking a full time position as a Administrative Professional 
Education
Bachelor of Arts Degree | December 2003 | western state college of colorado
Major: History
Minor: Business Administration
Pc applications specialist certificate | in progress | red rocks community college
MS Excel - A
MS Word - A
Records Management – B 
Skills & Abilities
Executive support
Over 7 years Executive support, ensuring day to day business operations run smoothly.
Assisting with various tasks as assigned.
Overseeing multiple departments and employees while communicating with upper level management and Executives.
customer service
Over 10 years providing exceptional customer service in person and over the phone.
Personally dealing with customer complaints, ensuring a positive outcome.
Responsible for training new employees how to communicate and provide a great customer experience. 
Maintain a friendly, positive and professional outlook at all times. 
office administration 
Over 7 years experience assisting Human Resources with varied clerical duties and paper work.
Over 10 years experience greeting customers in person and directing them to departments.
Proper use of Office Equipment such as Multi Line Phone, Fax, Printers and Laminator.
1 year Data Entry Experience. 
Typing 50 wpm and 10 Key proficient. 
Working with and following up with outside Vendors as needed.
Over 10 years experience with money handling. 
communication
 Over 10 years exceptional written and verbal communication skills.
Communicate clearly and consistently through email to a variety of business partners on a daily basis. 

Experience
Senior team lead | Target corporation | 2008-2013

team lead | target corporation | 2006-2008

References

Professional

Elizabeth Feldpausch /  720-219-4752
Donald Bargas / 720-490-1391
Kristina Bravo / 720-315-9343
Personal 
Kim Vandenbark / 303-916-3313

