Sharon M. Dorcas

PO BOX 11301, Denver, Colorado 80211

Phone: (720) 360-7653, Email: dsdorcas@yahoo.com
OBJECTIVE

I seek a position offering an opportunity to utilize my skills and to continue to enhance my dedication to customer service.

SKILLS

Clerical
Typing
Phones
Filing, Personal computers
Data Entry
10key by touch/reverse

Word
Outlook
Excel
PowerPoint
Scanner
Imaging System

Customer Service
Cashier
Hospitality Management
Calculator
Cash Register

Time Tracking
Truck Industry
Management
Call Center

QUALIFICATIONS
· Conscientious with attention to detail, a resourceful self-starter, I can work independently.

· Excellent organizational, interpersonal, and communication skills.

· An effective team player, team leader, dedicated to providing superior customer service.

· Call Center, Inventory Management, Cashier, Night Auditor, Hospitality and Management

· Knowledge of office organization, medical terminology, software, personal computers.

· Knowledge of Trucking industry operations and procedures, dispatch.

· Knowledge of retail management, sales, purchasing, inventory, payroll, time management.

EDUCATION

2000 – 2005
Eastern New Mexico University – Portales, New Mexico



Master Degree – Education, English – Started but not completed.




Bachelor Degree – University Studies – May 2005



Associate Degree – General Studies – December 2002

EMPLOYMENT

07-14 to Present Magnolia Hotels, 818 17th St., Denver, CO 80202, 303-607-1211, Reservation Agent
11-09 to Present Second Chance Ministry, PO Box 11301, Denver, CO 80211, 720-360-7653. Reverend
02-14 to 06-14
Banctek Telesales, 1215 Delaware St, Denver, CO 80204. 720-231-6935, Administrative Asst.
01-13 to 09-13
Trugreen, 8995 W. 44th Ave., Wheatridge, CO 80033, (303) 434-1430, Call Center Telesales Agent

10-12 to 01-13
Universal Lumpers, 3401 Quebec St. Ste 7500, Denver, CO 80207, 303-344-2499, Billing Clerk

12-11 to 04-12
Bradley Petroleum, 5000 N. Federal Blvd., Denver, CO 80221, 303-455-1054, Assistant Manager

07-10 to 10-11
Motel 6, 9920 W 49th, Wheatridge, CO 80033, (303) 424-0658, Night Auditor, Manager on Duty 

02-09 to 07-10
Ange De La Mer, 1895 Youngfield St, Golden, CO 80401, (303) 279-6237, Office Manager
08-03 to 12-08
Spherion, 5809 S. Western Ste #100, Amarillo, TX 79110, (806) 359-1111, Temporary Worker
10-06 to 06-07
City of Amarillo, Code Enforcement, 509 SE 7th Room 105, Amarillo, TX 79105, (806) 378-6275



Customer Service Clerk

04-06 to 10-06
Home Depot, 2610 S. Georgia, Amarillo, TX 79109, (806)468-9100, IMA-Inventory Mgmt Associate

07-05 to 01-06
Travel Centers of America, 7000 I-40 East, Amarillo, TX 79118, (806) 342-3080,Fuel Desk Cashier 

04-05 to 06-05
Fairfield Inn of Amarillo, 6600 W I-40, Amarillo, TX 79106, (806) 351-0172, Night Auditor

06-00 to 05-03
Eastern New Mexico University, 1200 W. University, Portales, NM 88130, (575) 562-2194

REFERENCES
· Robert Fleming, 5267 E 131st Dr., Thornton, CO 80241, (303) 570-0280, Lead Operator-Hunter Douglas
· Karla Wilt-Mueller, 13087 Zuni St. Apt J-103, Federal Heights, CO 80260, 720-448-3510, Walmart
· Sharon Arnhold, 3705 W 68th Ave, C-404, Westminster, CO 80030, 303-412-9526, Retired 
· Yana Radu, 720-231-6935, Operations Manager
