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OBJECTIVE
Administrative Skills, Retail and fast food clerk both great companies with challenging responsibilities great potential for advancement.

EDUCATION
Front Range Community College, Westminster, Co
Basic College, 2010
Thornton High School, Thornton Co
High school diploma, 2009

EXPERIENCE
Affordable American Insurance, Thornton Co.
Administrative Assistant September/2012- Current 
Customer Service, Computer Skills, Insurance Companies, Answer Phones, Scanning, Filing Microsoft word, Excel, Outlook PowerPoint. Worked with Agents and Customers and sorted Mail.




Smash Burger, Northglenn Co.
Cook/Cashier March/2012 - June/2012
Working at a fast pace in the kitchen as well as in the front of the house
Responsible for maintaining work area clean and organized.

Burlington Coat Factory, Aurora Co.
Retail Clerk October/2010 - January/2011
Temporary-Holiday employment
Handled all of the customer’s requests and inquires
Responsible for maintaining work area clean and organized
Arrange front displays

Jack in the Box, Thornton, Co
Team leader September/2009 - October/2010
Responsible for the employees scheduled
Complete all of the customers’ requests
Train new employees and handled money
Responsible for maintaining work area clean and organized

Clinica Family Health Services
Call Center Attendant September/2012- March/2013
Phone Operator, Scheduled appointments, Document in Nextgen EHR
Verify Insurances/Medicaid and medical coverage, Email and contact other Clinica sites as needed Customer Services and provide resources for patients and callers. Worked at very fast pace


VOLUNTEER
Thrive Church, Federal Heights Co.
2011 - Present
Volunteer in the day care on Sundays during service/2012
Assist Church Youth Leader, in classes, organizing events and fund raising
I enjoy helping in the day care and the youth class as it satisfies me in knowing that I am helping and I see appreciation in many of the parents and youth, as well as knowing that I am making a difference in their life.

SKILLS AND QUALIFICATIONS
Bilingual Fluent in English and Spanish.
Fluent using the following programs: Nextgen, Outlook calendars, Microsoft Word 40WPM, Microsoft Publisher, Excel, Data Base and Power Point.
Excellent attendance record
Strong values of ethics
Willingness to take on added responsibilities
Experience working in teams/ alone and working with great customers
Work well at fast pace and under pressure
