ERNIE GONZALEZ
7847 S University Way Centennial CO 80122 • Mobile Phone 720.431.0473 • Email ierniei@icloud.com

SUMMARY OF QUALIFICATIONS

· Over 13 years experience as a highly qualified administrative support professional
· Proven track record of building strong working relationships as part of a diverse team
· Entrusted responsibility with highly sensitive, confidential legal documents
· [bookmark: _GoBack]Praised for establishing a solid reputation of providing consistently outstanding customer service
· Hardworking, prompt, reliable and adaptable – takes initiative to learn systems quickly
· Emerging as a future trainer and supervisor who can effectively grow and evolve to the demands of a new position

RELEVANT SKILLS & ACCOMPLISHMENTS

Administrative

· Sorted and delivered important US mail and internal correspondence to peers in a timely manner
· Retrieved, organized and prepared outgoing US mail and express packages
· Worked under tight deadlines to pick-up and deliver confidential and time sensitive documents that meet the demands of courier services
· Participated in team effort to locate and retrieve lost documents or packages

Technical

· Responsible for the daily operation of inserter & sorting mail equipment – utilized specialized computer systems to monitor daily jobs
· Generated daily USPS reports from industry approved software, for mail acceptance
· Creation of spreadsheets for tracking work productivity (statistics) and evaluation of job performance
· Collaborated with outside vendor  to learn new advanced mail equipment and spearheaded the training of team members on new equipment

Communication

· Supporting customers by going above and beyond to fulfill their requests quickly and efficiently
· Instantly adapting to high priority situations that require immediate attention and action
· Managing consistent interruptions and multitasking to meet critical deadlines
· Shared responsibility with team members as a point of contact between geographical locations

EMPLOYMENT HISTORY
Standard Insurance Company					                                                         Portland, OR
                         Mail Equipment Technician	                                                                       1999 – 2013

Tektronics Inc.                                                                                                                                   Beaverton, OR
                          Clean Room Technician                   
EDUCATION
Fashion Institute of Design & Merchandising			Los Angeles, CA
Associate of Arts					                             March 1995
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