ALISHA MARTINEZ

682 Moore St.
Lakewood CO 80125

(303) 591-5937
alisha0138@gmail.com


EXPERIENCE

Customer Service

· Coordinated a 15-member team to promote business and attract new customers that increased sales by 25%

· 10+ years experience as a sales associate guiding customer choices and assisted them to merchandise

· Greeted customers in a friendly manner and directed them to the proper department 

·  Provided exceptional customer service and resolved customers’ complaints to their satisfaction

· Conferred with customers by telephone or in person to provide information about products or services

· Recorded and updated customer information in database; entered and followed up on orders

· Operated a scanning machine to retrieve barcode for packaging 

Administration

· Created spreadsheets for a variety of projects using Microsoft Excel

· Retrieved time sheets, call logs, employees’ schedules, and new customer packets; reviewed these with supervisor for accuracy; and filed by alphabetical and chronological order 
· Contacted customers; scheduled and rescheduled appointments to fit the customers’ availability 

· Monitored inventory and alerted management when product quantity reached established reorder level

Cash Handling 

· Received payments by cash, credit cards, gift cards, and automatic debits

· Issued receipts, refunds, credits, or change due to customer

· Balanced cash drawer at end of shift and calculated daily transactions with 100% accuracy

· Operated touch-screen and computer-based cash register handling over $700 per shift
EMPLOYMENT

HLP1, Englewood










   2015-2015

Forever 21, Westminster









   2014-2014
Sales Associate, The Home Depot, Denver






                2014-2014

Parcel Sorter, Tri-State Staffing, Denver







    2011-2012

Sales Associate, Wal-Mart, Westminster 







    2009-2010

Environmental Service Aide, Exempla Saint Joseph Hospital, Denver



    2008-2008
Administrative Assistant, Best Environment Technology, Aurora




    2006-2008

Telemarketing, Best Environmental Technology, Aurora





    2006-2006
Canvasser, Best Environmental Technology, Aurora






    2005-2006
EDUCATION/CERTIFICATIONS 

Jefferson County Workforce Center



    




            2013
General Education Diploma (GED)
Center for Work Education and Employment

Microsoft Word Certificate









            2013


 
VOLUNTEER ACTIVITIES

Church of God




Denver




           2010-Present 

· Mentor children ages 9-12, create spreadsheets and goal sheets, create Microsoft PowerPoint presentations
