Denise Gonzales
                                                                                                 	   	    (720) 878-6511
                                                                                                    		    DGonzales808@hotmail.com                                                                                                         
	

AREAS OF KNOWLEDGE AND SKILL
[bookmark: _GoBack]Proficient with Microsoft Word, Xcel and Outlook, data Entry, filing, image scanning, strong organizational skills, self-starter, multi-tasker, highly committed to all tasks.
SERVICE EXPERIENCE
· Jones International University.  Registrar.: December 2009- August 2011 
· Target INC -  Human Resource Assistant: November 2005 - December 2009
PROFILE
JIU: 
· processed re-entry students, name changes, enrollment verification, evaluated  transcripts for gradation, processed course drops, verified and  issued  Institutional Recommendations, tracked PRAXIS exams for teacher licensure
· answering student questions via phone and email, knowledge of FERPA
· Computer skills - working knowledge using PC and other data collection programs
Target:
· New Hire Process
· Job Offers
· Orientation
· Timesheet entry
· Scheduling  
· Record keeping
· Employee verification and background checks
· Tracked training for Target Team Members



	ACCOMPLISHMENTS
· Served as member on Date Change committee and helped develop policies and procedures for the registrar’s office 
· Registrar Representative to the Appeals Committee 
· Team Trainer for Target 	
· Entrepreneur Casuals CC LLC.- Captain: December 2003- Current

   
References:
Lien Luong			Email: Nguyen.lien@gmail.com
				Phone: 303-905-3758			                   
Debbie Rogers		Email: dasmomm1@aol.com
					Phone: 720-308-2680
Sandy McMahon		Email: sandy_mcm3@hotmail.com
					Phone: 720-514-2444
Angie Maze			Email: atmaze1@gmail.com
					Phone: 720-384-4291

