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	Objective
	Obtaining  a job dealing with high service levels, Allowing for me to maximize my skills as a self-starter, provide quality assurance, and growth within the company.

	Experience
	Administrative Assistant
Pinnacle Healthcare Consulting [Centennial, Colorado]
[April 2014 – Present]
Maintains workflow by studying methods; implementing cost reductions; and developing
reporting procedures. Creates and revises systems and procedures by analyzing operating practices, recordkeeping systems, forms control, office layout, and budgetary and personnel requirements; implementing changes. Develops administrative staff by providing information, educational opportunities, and experiential growth opportunities.
Resolves administrative problems by coordinating preparation of reports, analyzing data, and identifying solutions. Ensures operation of equipment by completing preventive maintenance requirements; calling for repairs; maintaining equipment inventories; evaluating new equipment and techniques. Provides information by answering questions and requests. Maintains supplies inventory by checking stock to determine inventory level; anticipating needed supplies; placing and expediting orders for supplies; verifying receipt of supplies. Completes operational requirements by scheduling and assigning administrative projects; expediting work results. Maintains professional and technical knowledge by attending educational workshops; reviewing professional publications; establishing personal networks; participating in professional societies.
Contributes to team effort by accomplishing related results as needed.


Teller/ Vault Coordinator
U.S. BANK [Englewood, Colorado]
[December 2010-April 2011] [October 2013–Present]
[Handling and performing cash transactions, managing cash shipments/ orders. Filing and managing reports, maintaining high levels of customer service, promoting consumer products and performing sales. Maintaining and building deeper customer relationships also upselling banking products.
Awarded with top employee for customer service, maintaining a service level of 83.3% year to date. Leading in district sales for consumer DDA and Credit Cards.

	
	Customer Service Representative
Broadridge Corporate Issuer Solutions - 24-7 Intouch [Aurora, Colorado]
April 2012 – October 2013
Handling and processing inbound phone calls, working within a call center environment, processing over the phone sells, quality assurance, providing excellent customer service, placing outbound calls, providing customers product  information, pulling and filing tax reports.

	
	Sales Associate / Inventory Manager
Zumiez, Inc. [Aurora, Colorado]
April 2010– December 2010
Organizing sales floor, providing excellent customer service, processing sales, handling and processing cash transactions, upselling store products, organizing back room inventory.

	
	Car Hop
Sonic Drive-Thru [Aurora, Colorado]
March 2009 – January 2010
[Taking and delivery customer orders, processing and handling cash transactions, upselling products to customers, providing excellent customer service]

	Education
	[High School Diploma
[Gateway], [Aurora, Colorado]
May 2010
[Graduating with a Certificate of Business and Technology/ High School Diploma]

	Skills/ Interest
	Reporting Skills, Administrative Writing Skills, Microsoft Office Skills, Managing Processes, Organization, Analyzing Information , Professionalism, Problem Solving, Supply Management, Inventory Control, Verbal Communication
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