	Jessica Hickman
	
	

	720-219-3750
301 Malley Dr Apt 180, Northglenn, CO 80233
	
	Jlassen87@hotmail.com



	

	



	Skills

	
 Speak some Spanish
Interpersonal skills 
Team player
Self motivated
Hardworking
Positive attitude
Data entry



	Work History
	2011-Present
Team Lead, SourceHOV, Englewood, CO
Perform quality control duties to reduce errors and achieve client satisfaction
Monitor workflow and make decisions accordingly to ensure all deadlines are met without compromising quality 
Prep and scan documents according to client specifications
Accurately perform data entry

2008-2011
Assistant Manager, Century 16 Belmar, Lakewood, CO
 Supervise staff and manage concession stand ensuring all items stocked as well as ensure all patrons are being helped in a timely manner 
 Manage money room and handle all cash flow ensuring all monies accounted for   
Tend to the needs of patrons and provide quality customer service
Accurately perform inventory duties assuring all stock is accounted for
Perform employee evaluations
Perform building inspections




	Education
	Colorado State University 
Fort Collins, CO
2005-2006

High School Diploma
Legacy High School
Broomfield, CO
2001-2005



	References
	Available upon request.
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