Dale L. Christopher
940 Quitman Street
Denver, CO, 80204
970-286-8541
dalesaddress@hotmail.com

QUALIFICATIONS:
3+ years experience in office assistant, +7 years overall work experience. Focused on clerical and receptionist. Strong customer service skills and am  accustomed to a variety of duties;  communication, editing, and computer media construction. Fantastic people skills, dedicated team player, excellent independent capabilities. Multitasks efficiently with respect for deadlines. Accustomed to pressure. Shows initiative and self taught in many subjects.

FAMILIAR SOFTWARE AND SKILLS
Microsoft Office, Microsoft Project, Adobe Pro Suite, Microsoft Widows NT, Word Perfect, Microsoft Excel, Other E-mail programs, internet browsers, website construction, video and picture editing, competent writer and document generator.

EXPERIENCE
· 2008-Present     Castlewood Realty, Temecula, CA
· 4/2012-9/12       Veterans of Foreign Wars Post 4089, Temecula, CA
· 2007-08             Target Corporation, Temecula, CA
· 2005-07             Stone Mason Laborer, Great Western Masonry, Murrieta, CA
· 2005                  K-Mart Corporation, Temecula, CA

FINANCIAL CONTRIBUTION:
Created media intended to push sales, as leads resulted from media leads  contacted the office for more information, several sales resulted from contact. Interacted with customers, related to their experiences, offered information on available merchandise or properties that led to sales. Filled out forms, normally entered by the realtor, with near perfect information, the information was reviewed and corrected by the realtor in half the usual time. Met paperwork deadlines necessary to get prospective owners into loans and homes as quickly as possible. Navigated unknown roads, neighborhoods, to video, take pictures of, and catalogue houses to ease the time drain on the realtor. Filed documents for 5 years as specified by law.

EDUCATION
2005-2011	      Bachelors Degree, History Major, Cal Poly Pomona

ACTIVITES AND AWARDS
2004-05     Co-captain of the Chaparral High Water polo team
2005          Eagle Scout, Boy Scouts of America
	2009	      History Club Treasurer at CSU Pomona
	2011	      Golden Leaves Award Recipient, CSU Pomona



