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Objective
Pursing a permanent clerical support position where I can utilize my experience and professional abilities and provide excellent customer satisfaction in an organized and efficient manner.

Qualifications
· 
· Microsoft Office Proficient 
· Data Entry
· Typing/10-Key

· Professional customer service skills
· Multi-line phone


Experience
Repair Dispatcher, Best Buy Geek Squad, Oct 2014- February 2015
· Answered 25-100 inbound calls a day, placed 25-30 outbound calls a day
· Received and accommodated incoming client calls regarding scheduling
· Utilized information from multiple communication and scheduling systems, while coordinating dispatch to appropriate skilled technician
· Created, closed, cancelled, scheduled, and rescheduled work orders
· Processed Exchanges for clients who qualify for new products

On-Call Clerk, Standard Parking, Nov 2013- Oct 2014
· Collected cash and/or validations and maintained security of cash
· Completed lost ticket forms when original tickets are not located
· Verified log shift transactions against bank of revenue on hand
· Distribute and sort incoming mail and faxes for office staff
· Prepared bank deposits, and verified accuracy of reports

Administrative Assistant, OneTouch Point NSO Press, Sept 2013-Nov 2013
· Accepted and distributed deliveries for 200 employees
· Prepared rooms for staff meetings
· Accounts receivable
· Answered and direct calls in timely manner
· Called customers to collect payment for outstanding invoices
· Created brochures, flyers, and pamphlets

Front Desk Clerk, Standard Parking, Mar 2013-Sept 2013
· Dispatched traffic agents to various locations to assist customers
· Provided excellent and efficient internal and external customer service
· Respond to all incoming calls
· Researched and located vehicles in database by license plates

Document Processor, RTD, Jun 2012-Jan 2013
· Sorted employee files and correlated documents
· Assisted in preparing Decal process
· Printed RTD Eco Passes for qualified employees/customers
· Verified customer Medicare Benefits for discount bus pass holders

Administrative Assistant, CDE: Office of School Nutrition, Dec 2011- May 2012
· Planned/schedule events and meetings
· Coordinated travel arrangements
· Field calls in timely manner
· Handled travel reimbursement paperwork
· Created office memo’s and SOP manuals

Paid Intern, Kurtz & Peckham Law Firm, Sept 2010-May 2011
· Filed and scanned documents
· Created new client files
· Prepared and delivered bank deposits

Paid Intern, FirstBank Headquarters HR, Mar 2010- Aug 2010
· Processed new employee applications
· Administered pre-employment test
· Assisted with fingerprinting and new employee orientation


Education 
Community College of Denver, Associate of Applied Science 2011-2013
Expectant Graduation Year: May 2016
