Abril Whitt
4761 east 70th Ave.
Commerce City Co 80022
Phone: 720-227-8859
Email: april.whitt122@gmail.com

Objective
My objective is to obtain a career in a reputable company and gain respectable skills.




Experience 

Teller
Wells Fargo Bank
12/2013- Present
I am in charge of running transactions for customers that come in with concerns that involve meeting financial needs for our clients, by demonstrating outstanding customer service and focused attention to meet their financial needs.

Billing Specialist
AMR
American Medical Response
11-2013/12-2013

My responsibilities as a Billing specialist, for AMR, my responsibilities involved audit calling and remittances for our vendors. We provided transportation services for patients and drove  them to their destinations.

Administrative Assistant 
Molly Maids
06/13- 10/13
Supervise about 35 maids make sure they need all their supplies for the day. Manage clients accounts. Take care of potential new clients that may want to start services with Molly Maids residential general cleaning. I supervised about 26 maids and managed hiring and interviewing sessions as well. Manage and maintain schedule. Prepare invoices, reports, memos, letters, financial statements and other documents. Read and analyze incoming memos. File and retrieve corporate documents. Prepare responses to correspondence. Perform general office duties. I also dealt with confidential information from employees like socials security numbers and credit cards information from clients as well.


Personal Assistant
    Private Owen business , 4255 Kittredge St. Co. 80249
    March, 2011 ~ August, 2012
	•	  Customer service, filing, billing, mailing,errands, light cleaning cooking, and morning/evening child care. I managed doctor appointments, customer appointments and answering phones. I was also in charge of creating budgets and collections on unpaid clients as well as reminders from delinquent accounts. I supervised the inventory as well.

Sales rep./ Prep. Crew
    Loderanas , Swansea, Colorado 
    March, 2010 ~ November, 2011
	•	  Exceptional sales experience, customer service managed and distributed products. I attended Farmers Markets were I would sale our product. Had to ensure I communicated what our product was and did to potential customers. I also, worked as a distributor, and cook. Also, advertised the product if that meant knocking on doors or attending community events were I would inform people of our growing company and its organic food. I was also a door to door sales, in which I would sell our product as well. I trained about 5 individuals in this field.


Hostess / Server 
 Sharpless Bar and Grill, Commerce city, Co.
    March, 2009 ~ December, 2009
	•	  I had to make sure our customers were seated in time, I had to organize tables in order to fulfill the demands. I was also a food server, I had to take orders and deliver the correct food orders to our customers. I also supervised and worked the cash register. I conducted deposits at the end of every shift.

Skills

	•	  Software Skills/ Computer Skills
Microsoft (Word Microsoft, Excel Spreadsheet, PowerPoint, Speed typing.)
 My excel experience is about an intermediate level. typing about 45 to 60 wmph or more, I have much experience with word and power point. 10 key typing. I manage multiple phone lines.

 
	•	  Language Skills
I am fluent in Reading, Writing, and Speaking Spanish and English.
Excellent communication skills as well in both languages. 


Education
FTLI
      January, 2012 ~ June, 2012
      Family Leadership Training Institute 
      I successfully completed a 120 hour course work an execution of a community project, demonstrating readiness to make a change happen for children, families and communities. This program is nationally known I was one of the few Hispanic women that graduated also, this was the first all Spanish speaking course ever executed. Governor John W. Hickenlooper, award me with this honor.

Adams City High-school 
      August, 2008 ~ May, 2011
      High school Diploma
      Through out high school I was very involved in my academics. I volunteered in every opportunity I had. I excelled in mathematics, science, and English . My GPA was always 4.0 or 3.8 average. I managed to be on high honor roll every year until graduation year. I did graduate with a diploma.

Awards
FTLI certified completion
      June 16, 2012
      A certified training for leadership. Completed in 6 months.
High honor roll reward recognitions 
      May 21, 2011
      Every year since middle school I was awarded honor roll student with high honors for excellent academics skill. In high school I received these honors every year until graduation.

Others
	I acquired many skills in my years of experience. For example, I have excellent time management, exceptional child care, I have CPR skills. I am a great communicator, bilingual, I have great problem solving skills, and I am very flexible, and ambitious. Other than being very responsible I learn quickly and always make sure I give 110% in everything I do, I am very open to learning new things all the time. I am  looking to exceed my learning an always on the look out to improve myself.


  References 

Sally Bruce- Garcia
 Loan processor 
720-675-5928
Highlands Ranch, Co.


Jennifer Howell
Specialized 
Loan Services
303-931-6889
Denver, Co.


Rudy Villanueva 
Dish Network 
720-385-6631
Thorton, Co.

http://denver.craigslist.org/csr/4152810077.html
