	[bookmark: _GoBack]Erica Ornelas
9451 Welby Road #834 Thornton, Colorado 80229 

	P: 303.519.0438    E: schn4038@gmail.com

	Objective
	To pursue a career working with individuals in my field of study through successfully applied experience in customer service and criminal justice related education.

	Education
	University of Northern Colorado – Greeley, Colorado                                   May 2013
Bachelor in Criminal Justice, Sociology Minor
GPA: 3.2

Criminal Justice Internship – Denver, Colorado                                                         June 2013
United States Department of Justice
Bureau of Alcohol, Tobacco, Firearms, and Explosives (ATF)


	Skills & Software
	Skills: Clerical/Administrative, Networking, Customer Service, Cash Handling, Multitasking, Confidentiality of Customers, Sales, Law Enforcement, Leadership, Organization.
Software: Windows Explorer, Macintosh Safari, Microsoft: Word, PowerPoint, Excel, Outlook, Google Applications. 

	
Experience

	
Denver Presents – Aurora, Colorado                                              June 2013-July 2013
Marketing Representative
· Marketed various consumer products per the clients’ requests
· Developed daily personal sales goals, as well as department-wide goals, to obtain company quotas
· Managed and educated new employee training and development
· Orchestrated the set-up and the tear-down of events through organization and planning

AFNI – Evans, CO                                                                           August 2012-March 2013
Customer Service Representative
· Assisted customers with their personal accounts per request
· Assessed the individual needs of the customer and provided suggestions based on training and guidance
· Managed customers’ personal accounts using multiple software programs and telephone lines
· Provided customers with tools for better usage of their devices as well as upgraded software and devices for their personal use

	

	Randy’s All American Grill – Greeley, CO                                May 2012-August 2012
Hostess
· Directed customers to their tables in a welcoming and friendly manner
· Assisted co-workers with taking and delivering the customers’ orders
· Maintained a clean and inviting entrance in the establishment
· Managed the front desk point of sales system by taking phone orders and operating multiple telephone lines


	  
	


(Additional job history available)



