WHITNEY
16085 E Easter Circle Apt. 208 
Aspiring legal Secretary who thrives in a professional business environment. Driven to maintain ethical
standards while providing top-notch assistance to attorneys and clients.
ACCOMPLISHMENTS
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HIGHLIGHTS















EXPERIENCE
 01/5/15 to present 

08/2013 to 05/2014







08/2010 to 09/2012


07/2010 to 11/2010




EDUCATION
2014


 OROSE
, Aurora, CO 80016 | C: 307-214-1197 | oros4040@bears.unco.edu







Knowledgeable in Microsoft	Ability to multi-task
Office, Excel, Power Point			Excellent writing skills
Experience in filing documents				Responsible, Friendly, and
Excellent phone skills					Compassionate
Experience working as an office	Ability to interact with people of
assistant		diverse backgrounds and cultures


2010-2012 Silver Eagle Scholarship
Laramie County Community College
2010-2012 Hathaway scholarship

2009-2010 Lettered in Cheerleading
East High School


[bookmark: _GoBack]Cashier Sprouts Farmers Market – Aurora, CO 
Cash register operation and customer service 
Student Office Assistant
University of Northern Colorado - Greeley, CO
Office Assistant in the Humanities and Social Sciences Dean's office. Aided
professors, university staff, and students with confidential documents.
Answered and transferred phone calls. Filed and created documents. Greeted
and directed visiting professors, university staff, and students upon office
entry.
Substitute Teacher
Children's Discovery Center - Cheyenne, W Y
Supervised and aided in children's everyday needs
Sales Associate
Kohl's Department Store - Cheyenne, W Y
Organized and arranged merchandise. Assisted in cash register operation.
Customer service. Unloading merchandise.


Bachelor of Arts: Criminal Justice & Minor in Communications
University of Northern Colorado - Greeley, CO, United States
General Studies
Laramie County Community College - Cheyenne, W Y, United States




REFERENCES AND LETTERS OF RECOMMENDATION AVAILABLE UPON REQUEST	


















