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Objectives
Highly motivated, detail-oriented, and reliable candidate seeking an entry level position with growth opportunity. Experience in customer service and internship work in a medical office has given me the desire to seek a challenging yet rewarding career.
Education
Englewood High School
May 22, 2010 Diploma 
· Completed senior year one semester early.
Experience
Quality Mitsubishi
 | 6120 S. Broadway St Littleton, CO 80121
Receptionist September 2013 – Present 
Answer the phone and direct calls appropriately, Print out congratulation letters for new car owners, Send out contracts to the banks, including verifying details of loan, File service repair orders, Keep track of the gas log, Enter warranty forms in our JM&A software, also enter maintenance coupons, Manage keys for vehicle inventory, Run title work to different motor vehicle departments.
Subway- Highlands Ranch | 9245 S. Broadway Highlands Ranch, CO 80129 
Sandwich Artist March 2011 – February 2014
Promoted from shift leader to Assistant Manager in October 2011. Took leave of absence (10/12- 02/13 to care for family). Returned as a Sandwich Artist. Train new employees, Responsible for operations while Manager is off or unavailable, Provide excellent customer service, Perform opening and closing duties, Stocking and preparation of meats and vegetables, Bake bread daily and inventory nightly.

Subway- Littleton Blvd. | 40 W. Littleton Blvd Littleton, CO 80120 
Sandwich Artist January 2010 – March 2011
Provide excellent customer service, Cash register operation including closing duties, stocking and preparation of meats and vegetables, Bake bread daily and inventory nightly.
Horizon Women’s Care | 10099 RidgeGate Pkwy Lone Tree, CO 80124                       Front Office Intern June 2006 – December 2009 (intermittent)                                                  Greeted patients, Filed charts, Created new patient charts, Helped route the daily scheduling.

Skills
· 
	· Excellent Organizational Skills
· Strong Customer Relations Skills
· Basic Computer Proficiency
· Self-Starter
	· Telephone Answering, Multi-Line System
· Typing 32 WPM
· 10-Key By Touch
· Filing
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