Sabrina A. Norton
9975 Wadsworth Pkwy, #k-2268
Westminster, CO  80021
720-415-4471~ 303-502-6581 (Cellular) ♦ sabrinanorton10@yahoo.com 
Nsabrina0717@yahoo.com

Professional Experience:
 Check Into Cash, CO (2013 to 2014) 
Customer Representative & Collections agent 
  Opened and closed loans with customers.
  Scheduled appointments with clients. 
  Answered incoming phone calls directing them to the proper staff member. 
  Created customer portals and files. 
  Filed documents and portals. 
  Cashed out personal, business or credited checks for customers.
  Ran company errands and did all company shopping when necessary. 

NCS Consulting, CO (2012 to 2013)
Administrative Assistant
  Consolidating materials, files, paperwork, and organizing them into a quick find filling system.
  Worked with bankers, and investor to handle and deliver funds.
  Making and scheduling appointments with sub-contractors. 
  Corresponded on behalf of the general contractor when absent.  
  Produced documents and reports when requested.
  Preformed special tasks for owners, employees, investors, and customers.
  Organized and cleaned work environments for safety and sanitation. 

McDonalds, CO (2013)
Consolidation & inventory control staff  
  Took in inventory and stocked products in its’ assigned area. 
  Organized and consolidated products and materials to increase ergonomics. 
  Customer service and taking food orders from customers with speed, quality and accuracy. 
  Worked with other employees with upmost team work and leadership. 

Century Chevrolet, CO (2012)
Lot Attendant
Works independently and in a team oriented environment, accomplishing the following tasks;
  Verifies receipt of new cars delivered to dealer and parks cars in new car lot in orderly manner.
  Compares serial numbers of incoming cars against invoice.
  Inspects cars to detect damage and to verify presence of accessories listed on invoice.
  Records description of damages and lists missing items on delivery receipt.
  Parks new cars in assigned area according to model.
  Assigns stock control numbers to cars and catalogs and stores keys.

Education:
  Arvada High School
Advanced Training:
  CPR, Child Care, and Consolidation and organization.    
Computer Skills: Microsoft Windows, Word, Excel, PowerPoint, Internet, Social Media Networking. 
