
Cara Corzo
5546 Spine Road APT 205
Boulder, CO 80301
407-697-5899
cmcorzo@aol.com

Objective:
[bookmark: _GoBack]	To obtain a position I will thrive in and that will allow me to gain invaluable knowledge and experience.

Qualifications/Skills:
· Team player with excellent communication skills
· Flexible, reliable and dependable hard-worker
· Professional work ethic and self-motivated
· Quick learner and follows directions well
· Strong leadership skills and ability to problem solve
· Strong attention to detail
· Computer Skills: Windows, XP, PowerPoint, Microsoft Word, Internet Management

Work Experience:

ORLANDO TIRE AND WHEEL, INC.
Internet Sales Manager, 2007-Present
· Prepared monthly Internet statistic reports for supervisor.
· Managed all facets of the company's website, social media pages and email accounts.
· Managed all facets of the company's eBay store and PayPal account.
· Managed all facets of the company's shipping department and FedEx account.
· Managed all facets of the company's Craigslist account.
· Managed and paid majority of the company's bills online.
· Created company documents in different formats, including Microsoft Word and PowerPoint, for supervisor.
· Managed all incoming calls and appointment scheduling.
· Face to face customer service on a constant, daily basis.
· Face to face sales, special orders, quotes, invoices/receipts and cash handling daily.

Education:

VALENCIA COLLEGE Orlando, FL
Associate’s Degree, General Studies (2015)

CYPRESS CREEK HIGH SCHOOL Orlando, FL
High School Diploma (2009)

