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	Objective
	[bookmark: _GoBack]Looking for employment to fulfill career path and to work with my college schedule. 

	Skills & Abilities
	Microsoft Office, basic computer knowledge, 55 WPM, good communication skills, able to work individually and in teams, able to multitask, organized, friendly and dependable.

	Experience
	Index/Quality Control, RMMI
July 2014-Current
Prepped, indexed, and reviewed confidential documents for various businesses to convert from paper to microfilm/microfiche. 
kitchen help, front range community college
march 2014-july 2014
Opened and close kitchen with responsible duties in prepping food and assist with catering.  
Customer Service Representative, Gloprofessional
august 2007-march 2013
Managed incoming/outgoing sale calls to accounts including purchase orders, up selling, and follow up. Contacted account on balances and organized products and new leads. Trained new oncoming employees and assist with various departments on various duties.
bookkeeper, avanza supermarket
June 2007-August 2007
Responsible for cash deposit daily and managed customer service desk which handled money orders, cash checks, pay utility bills.
office assistant, aimco
august 2006-november 2006
Assist with various office duties with multiple departments.  

	Education
	Front Range Community College, Westminster, CO
Management basic 2013
Currently working on AAS in Business Program

	Leadership
	Active Member in National Leadership and Success 
Award of Induction 2014

	References
	upon request
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