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Professional Experience
Corinthian Colleges
					Information Specialist April- 2014 to July 2014
· Worked in a inbound call center answering phone calls from potential students answering any questions  
· Tuition, class schedule, programs, getting into their web page log in, or doing any of the forms to apply register or financial aid.
· Made sure that each student was satisfied and happy as we ended all of their needs.
· This was a temporary position only  

Aspen Personal Staffing Agency
Office Manager October 2013 May 2014
· Ran day to day tasks to insure the office was running efficiently 
· Talked to clients and met with them to see what their business needs are and fill their expectations with temps
· Interview people to send to the clients and did all paper work, verifying employment and background checks
· Opening and closing office payroll time cards and helping with any other tasks the owner needed.

All Packaging, Aurora, CO United States
Assembly line catcher, Jun 2010 – August 2012
· Finishing department for a printing warehouse I am on the assembly line catching all product for customers after being sent threw the expert gluing machine 
· Read each job jacket specified by customer , inspect all cartons for any tears color and bad folds,  packed and shipped to customers  like Uncle Bens boxes and Xpedx
· Forklift certified, material handler and quality control 
· High volume production each shift great with communication and team work and meeting any deadlines

Applebee’s
 Mar 2008 – Apr 2010
· talking and fallowing orders, great team work to solve problems as they arrive and communication skills
•	Took  all calls in the call center by answering all customers questions and concerns about their accounts with us or directed them to the right line to the representative Server,  Host, Car side
•	Created a memorable dining experience for customers to enjoy in their neighborhood
•	Taking care of all drinks, appetizers, meals and deserts for the customers

Jani-King Commercial Cleaning, Denver, CO 
Call Center / Receptionist, Aug 2007 – Nov 2008
· Great with also enjoyed setting up any meeting with future clients or guest that came in offering beverages and taking them on tours and to the conference rooms 
· Got conference room ready for any  meetings with employees and clients , confirmed appointments and meetings , answered any emails and typed up memos or letter of intent delivered mail to managers and signed for packages 
· Finding any new leads for our traveling representative to further our revenue and handled all scheduling for them as 




EduCATION
ANN ROSE SCHOOL OF NURSING, THORTON CO
Certified nurses assistant 20012                                

Rangeview High SCHOOL, Aurora, CO 
High school diploma 2006 



Skills and strengths
· Extremely self-motivated, great communications skills verbal and written, awesome people skills and great with team work leadership and fallowing directions great computer skills and multiple phone lines
· Always have a positive attitude quick leaner and always willing to help to complete any tasks  as they will arrive and constantly thrive to achieve any goals for the company as well as my own  
· Love to be around people wanting to make someone else smile, listen to them and hopefully  make there day just a little bit better  



