
Marlene Moreno
1020 15th Street Suite 26F ~Denver, Co 80202

720-297-2901								marlene.moreno@yahoo.com

I will use my personal skills in a customer focused position to further my career while gaining knowledge that will allow me to succeed. 
Education & Honors

Alamosa High School:                  Graduated May 2009           Fluent in both Spanish and English        
                                                                                                                         3.5 Honor Student
				                                                                         AP Spanish Course
	                                                                                        Placed in National Spanish Exam
                                                               1st Place Winner in Pan American (Bilingual Translator)

Front Range Community College        Transferred Aug 2012      Started Pre-requisites 

 Community College of Denver           Still Present                               Finishing up Pre-requisites
 Enrolled in NUA 101 and 102 to                                                             fdsfdsfds     complete Certification

Work History
Service Source 				October2014-Still Present		Operational Specialist
											717 17th st 
									    Denver, Colorado 80202 

The company I work for does renewals for Avaya. Everybody is assigned a territory and quotes all of the accounts within that territory. Because I work so closely with the sales team, I am answering phones, scheduling meetings, responding to emails and delivering the completed quotes. I also attend 2-3 meetings a week with management and other staff to discuss issues, feedback and delays of the accounts being quoted. I am an expert with Microsoft word, Excel, power point and Microsoft outlook.





Guaranty Bank & Trust Company         April 2011- September 2014              Bank Teller for 3 												years.
				     Denver, Colorado 80202
Use multi-tasking skills to handle phones, emails and customers. Proficient in most Microsoft office software like Excel spreadsheets, Microsoft Word, and Microsoft Outlook. Order supplies for branch and handle all inventories.  Help customers apply for Loans, and credit cards. Provide excellence customer service and an energetic environment to work in. 

Academy Bank 			  Aug 2009- Jan 2011		                Head Teller
									Rifle, Colorado 81650
Know the basics of being a teller, large cash handling, check    verification, deposits, withdrawals, opening and closing accounts and helping other tellers. Provided account status data whenever required. Helped customers with loan application and informed customers about various bank products, also handled task related to incoming and outgoing mail and calls. 

Little Flicker Tiendita                     July 2009-Aug2009  		           Store Manager
									Capulin, Colorado 81124
Ordered inventory for store, hire new staff. Handled                                  bookkeeping and vault work. Created schedule for employees handled customer complaints. Would set goals, offer sales promotion, made sure staffing levels were adequate to store. 


Contacts 
Service Source				Manager			Stephanie Soliday
									*720-889-8500
[bookmark: _GoBack] Guaranty Bank & Trust Company	Branch Manager		Rashelle Shone
									*303-293-5515
Academy Bank				Branch Manager		Karina Escorza
									*970-625-3580
Little Flicker Tiendita 			Store Manager			Aaron Gomez
									*719-588-4220
									
									



















