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619-519-5976

cguyot@yahoo.com
13741 E Richthofen Circle Apt #105 Aurora CO 80011

Profile
[bookmark: _GoBack]Customer service specialist with minimal management experience. Seeking a position within an organization to utilize my skills, knowledge, and education to further my pursuit in my career. Strong interpersonal skills with employee mediation and teambuilding skills. Excellent written and oral communication skills and an innovative problem solver. Knowledgeable with computer applications and staying up to date on changes.
Education

National University
January, 2015| Business Management/ Business Administration
· Associate’s Degree online course
Experience

Human Resources Coordinator May, 2014 – Present
Professional Case Management
· Interacts daily via telephone and email with applicants to assist them through the hiring process
· Enters, updates and maintains employee and applicant information in HR system.
· Completes I-9 document and other HR documents for employee electronic file.
· Answers internal and external general HR and Recruitment questions and inquiries.
· Acts as backup and support to Human Resources Manager as needed
· Assists with other projects and duties as assigned.
Administrative/Office Assistant				 August, 2007 – January, 2014
County of San Diego 
· Utilizing Microsoft applications such as Word, Excel, Power point, Outlook and Access.
· Maintaining a high level of customer service via telephone or in person.
· Managing the Director’s calendar.
· Determining and launching office procedures.
· Opening and distributing incoming regular and electronic mail and other material of information.
· Setting up and upholding manual and automated information filing systems.
· Ordering supplies needed for the organization and office and keeping inventory of all supplies ordered.
· Performing administrative tasks received from my supervisor such as billing information, data base spreadsheets and other software applications.
· Managing and supervising two student workers.

Skills
· Word, Excel, PowerPoint, Access, 60 WPM, team player, excellent communication skills, reliable, flexible, hard-working. Exhibits effort and follow-through in resolving customer problems and needs. Able to complete assigned task within a specific time frame.
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