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PROFESSIONAL SUMMARY

	Educated, with several beneficial skills and abilities, an experienced team member
that works well under pressure and is self-motivated


PROFESSIONAL SKILLS

	· Bilingual
	· Experience in Billing
	· Experience in Front office

	· Close attention to detail
	· Responsible
	· Dependable

	· Team Player
	· Highly Organized
	· Experience in Back Office


	

PROFESSIONAL EXPERIENCE

	     05/11 to 02/13 College America - Colorado Springs Campus, Colorado Springs, CO
Student	
	Pursuing Associate of Occupational Studies degree in Medical Specialties
· CPR certified

12/12 to 01/13 Springs Family Chiropractic, Colorado Springs, Co
· Assistant/ Receptionist
· Answer phones, assist patients
· Take payments, do billing
· Run front/back office

11/09  to present McDonalds restaurant, Colorado Springs, Co
	People department manager
	Managed cash control, supervised labor control
	Generated crew schedules for all shifts
· delegated cleaning tasks for department
· supervised performance of 50 employees


         08/08 to 11/09 Popeyes Restaurant, Colorado Springs, CO
Sales Associate	
	Operated  cash register
aintained cleanliness of restaurant
    Assembled orders	
											
 
                                                                  EDUCATION

CollegeAmerica – Colorado Springs Campus, Colorado Springs, CO 
Pursuing an Associate of Occupational Studies degree in Medical Specialties
Projected Date of Graduation:  2013
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