
Adilene Madera					
Cell :(720) 277-2003						10500 Irma Drive Apt 15-204 
Madera.Adilene@gmail.com 					Northglenn, CO, 80233


CAREER OBJECTIVE 
To secure a position with an emphasis on client relations, sales, and office management while gaining knowledge that will allow me to be successful.
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WORK EXPERIENCE 
Lohmiller & Company				
(720) 203-2159					Dave Stalheim
4800 Osage Street					October 2013- Current
Denver, CO, 80221					Job Title: Counter Sales Assoc.

Job duties include: managing orders and order entry via phone and in person, maintain knowledge of product, complete cash and credit card transactions, utilize resources including web and literature to look up product data and parts, stock shelves and maintain a clean and organized showroom, submit large commercial orders for top customers.

Sears Grand						
(303) 920-2400					Betsy Giddens
16395 Washington Street				Feb 2013- October 2013
Thornton, CO, 80023					Job title: Sales Assoc. / CSR
Job duties included: assisting customers, register operations including both cash and credit card transactions, managing customer complaints via phone, making P.A. announcements, and completing business service transactions.

EDUCATION 
Thornton High School 				Grade Point Average: 3.5
(720) 972-4800 					Class Focus: General Education
9351 Washington Street 				August 2009- May 2013
Thornton, CO 80233 

SKILLS
· Bilingual – Fluent in both English and Spanish
· Great at using and understanding technology – MS Word, PowerPoint, Excel
· Typing speed of an average 45 WPM
· Time management –  Prioritizes and completes projects in an efficient and timely manner
· Outstanding interpersonal skills – Works well with others
· Motivated self-starter with a strong desire to learn
· Adaptable to changes and open to new ideas of working
· Attentive and patient with all customer interaction

