




     Mary Lou Urena





                1004 Bross Street






Longmont, CO 80501





    
    (303) 709-0825

OBJECTIVE:  TO OBTAIN AN ADMINISTRATIVE LONGTERM POSITION.

SKILLS:

· Customer Service.

· Working multiple phone lines.

· Familiar with MS Office.

· Typing 45 WPM.

· Work office machines.

· Scanning documents.

· Utilized bi-lingual skills (English/Spanish.)

· Handled all aspects of mail, including postage machine.

· Working with POS and handling all forms of tender.

WORK HISTORY

OFFICE TEAM:  Receptionist

6/13 – 12/13

· Answered multiple phone lines.

· Greeted clients.

· Handle mail.

· Typing

· Bilingual Skills.

TARGET:  Sales Floor Associate

8/12-11/12

· Customer Service.

· Merchandising.

· Bilingual Skills.

KHOLS:  Associate



3/11-1/12

· Customer Service.

· Register

· Handled all forms of tender.

· Bilingual Skills.

OUR CENTER:  Receptionist

8/8-4/9

· Answered multiple phone lines.

· Greeted clients.

· Custom company software.

· Handled all aspects of mail.

· MS Office.

· Bilingual Skills.

· Office machines & Misc projects.

EDUCATION 

Bachelor of Science in Business Administration, Management and Marketing.   CSU-Fresno


