NATASHA D. WILLIAMS
.   •   Denver, CO 80204   •   720-621-6039   •   nd.williams@hotmail.com
OBJECTIVE

To gain employment as a Customer Services Representative with a successful company, this company will benefit from my strong administrative and customer orientation skills to improve customer satisfaction.
OVERVIEW OF SKILLS

· Transcription (45 wpm, 10-key)

· Highly organized

· Detail Oriented
· Willingness to take on added responsibility
· Strong  Written/Oral Communication
· Proficient in Microsoft Excel & Word
· Money Management 
· Stress Tolerance
· Customer Care & Troubleshooting

· Data Entry

PROFESSIONAL EXPERIENCE
HSS Security                                                                                               Denver, CO                                   Oct 2012-Mar2013

Security Officer

· Respond quickly and effectively to emergency and non-emergency situations

· Escort persons and assist facility personnel

· Be alert for activities, which could result in injury to a person or damage to or loss of property

·  Comprehend and fulfill written or verbal instructions

·  Write accurate, clear, and legible reports

· Maintain a positive working relationship with facility staff members

· Enforce and abide by all regulations and guidelines of the facility and HSS

Positive Connection, All Girls Program
Denver, CO 
Dec 2009- Oct 2012
Administrative Assistant

· Received and reviewed referrals from Denver Courts for first-time offenders.
· Accurately entered client case-sensitive information into database system.
· Prepared intake packets and conducted intake and orientation for both parents and clients.
· Completed monthly status reports requested from Denver Courts.

· Facilitated anger management classes, job readiness, group mentoring & skill building classes to 30+ youth ages 13-18.
ADT Security Services 
Aurora, CO
Nov 2007- Nov 2009 

Data Technician/ Special Project Tier II

· Provided accurate trouble shooting assistance to field Technicians installing Alarm Systems. 

· Answered inbound calls to set up new accounts for customers.
· Recorded all information needed on accounts to verify proper installation for automatic security.
· Completed all special data entry projects on time.

Colorado State University Pueblo (Bookstore)
Pueblo, CO 
Aug-2005-Jan 2007

Cashier 

· Accounted for all inventory and stock merchandise by verifying orders and anticipating stocking needs.
· Assisted internal and external customers with store information, purchases and merchandise returns.
· Accurately managed cashier drawer for balanced daily deposits. 

· Conducted shipping and receiving of inventory to customer by UPS.

· Processed transactions in a timely manner while meeting the needs of a high-volume customer base.

EDUCATION

Associates Degree, General Studies
Trinidad State Junior College 
Trinidad, CO
2005
High School Diploma
East High School
Denver, CO
2003

