


Lizbeth Briceno
151 W  Egbert st. Apt#301 Brighton CO. 80601                                                                                       (303)587-4924
                                                                                                                                                             l.briceno@yahoo.com

SKILLS AND ABILITIES

      •      Mastery of Microsoft Office Programs (Word, Excel, and PowerPoint)
      •	Ability to work with several operating systems  
      •	Great Customer Service
      •	Good Communication
      ·        Bilingual English/Spanish
CERTIFICATION
 Office Administration
· Keyboarding Alfa/ Numeric
· Filling Certified 
· Microsoft Word. PowerPoint, Excel
· Customer Service
· Telephone Order Entry, Data Base
EDUCATION AND TRAINING
                                                                                                                                                      
Phoenix College GED                                                                        Phoenix, AZ   			November, 2012                                                                                                                          

Office Administration                                                                       Phoenix, AZ                                                              
                                                                                                                                                             	 September 2013
EXPERIENCES 
Iqor - verizon customer financial services.                                                                                                                    Tempe,  AZ
        ● received calls from  customers.                                                                                               October- December 2013.               
        ● made payment arrangements, took payments.
Ak-Chin Pavilion- Usher                                                                                                                                         Phoenix, AZ
· Scanning tickets at entrée gates.                                                                                                 June 5, 2013 - Present
· Checking tickets in concert for siting.
Command Center- Temporary Staffing                                                                                                                         Phoenix, AZ
· Staffing for events (graduations, games, art displays)                                                  March 2012- September 2013
· Intel- Maintenance
 Santiago’s Mexican Restaurant- Waitress/ Cashier                                                                                            Fort Morgan, CO                                                                                                                                                                  
      March 2011- January 2012
· Took food orders, served food, cleaned, cashier/took money count for the day. 
· Closed and opened restaurant.

VOLUNTEER
St. Mary’s Food Bank                                                                                                                                                          Phoenix, AZ
· Food boxes                                                                                                                                                     November 2012
Prepared food boxes for less fortunate families setting a goal of 100 food boxes within a three hour period.
Phoenix Job Corp                                                                                                                                                                 Phoenix, AZ
· Admissions department                                                                                                                                           April 2013
Answered phone, greeting people, and offered them information about the program. Office work (print, filling, data base, reports, set up for meetings, schedule people in for orientations)
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