Pamela Suzette Varnado
3000 East 112th Ave. Unit #79
Northglenn, Colorado 80233
psuzettevarnado@aol.com
337-529-0115

Administrative Position

Summary of Qualifications
15 plus years of Business Experience in an Office Environment with accomplishments in sales and sales management commercial accounts and retail establishments selling varied products 
keyboard 40 plus wpm
10 key punch knowledge
knowledge of fax, email, copy, printer and other office equipment 

Strengths
Able to quickly apply sales experience to new products
A self- starter and tireless worker who produces results
A strong record in acquiring and and serving new accounts 
Highly motivated and goal oriented
Excellent communication skills

Experience
Lowes Home Improvement			Sales Specialist		        2007-2014
Plaucheville Elementary 			        Assistant School Secretary	2005-2006
Varnado Construction Inc			C0-Owner Clerical Assistant	2001-2007
Springfield Child care An ELC	        Owner/Adminstrator		1994-2001
Dr. Timothy R Raborn 			        Administrative Assistant/DA	1984-1994

Education
Spencer Business College Associate of Science/Business Administration	
National Association for the Education of Young Children -Childcare Associate
[bookmark: _GoBack]Honest Abe Log Homes Diploma Course/sales and administration

Personal
Team Player/works well with others/outgoing personality 



