


cboyle3875@gmail.com
1239 S Raritan St, Denver CO 80223
303-330-8986

Objectives
Highly motivated, bilingual (French and English), dedicated worker seeks employment with an organization that offers stability, a strong potential for professional growth, opportunities to learn and opportunities to advance.
WORK Experience
Botany Lane Greenhouse
 | 1661 E 77th Avenue, Denver CO 80229
Office Assistant/Sales Support March 2012 – Present
· Performing secretarial duties for the office – phones, typing, report preparation.
· Scheduling international and domestic flights for cargo shipments.
· Order entry for a multi-million dollar greenhouse, shipping highly perishable flowers.
· Performing order status follow up tasks with brokers and customers, including credit memos.
· Shipping out domestic and international orders via FedEx and UPS.
· Billing and invoicing duties for orders, including customs paperwork.
Workforcelogic
 (Google)| Web-based from home
Ads Quality Rater September 2009 – 2010, September 2012 – September 2013 (1 year contracts)
· Rating online ads for accuracy and meaningful content, in both English and French.
· Researching information regarding ads, websites & companies.
Universal Lumpers, LLC
 | 3401 N Quebec St, Denver CO 80207
Billing Representative December 2009 – March 2012
· Ordering & inventory of office supplies and checks.
· Filing business documents and deposit reconciliations.
· Collecting payment (credit, debit, checks) in a high volume call center environment.
· Tracking unpaid loads and problem solving in regards to payment collections.
· Training new employees and new management team members.

Education
Université Paris 10 – Paris, France
2007  Bachelor of Arts in English, Minor in translation
· Obtained internship with Planet Nemo Productions translating cartoon storyboards.
· Graduated with Academic Honors.
Université de Rennes 2 – Rennes, France
2004  French Instruction Diploma
· Participated in a ‘Teaching French for foreigners’ program
· Graduated with Academic Honors.
Lycée Jean Macé – Lanester, France
1999  Baccalauréat (High School Diploma)
Skills
· Fluent in French and English.
· Skilled in using MS Windows, Office (including Excel and Outlook) and other business tools.
· Able to type at 50 WPM.
· Strong organization, time management and interpersonal skills.
· Unafraid of learning new things and new environments.
· Tutoring – including children with learning disabilities via private French lessons, 2001 to 2005.
References
· Dianne Hopen, Retired French teacher - (651) 455-0355 - dbhopen@comcast.net
· Debbie Junewick, Manager at Universal Lumpers – (616) 560-0983
· Stephanie Minck, Co-worker/Accountant at Botany Lane – (720) 505-1151
· Dorry Gunn, Inventory Control Manager at Botany Lane – (303) 475-9848
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