Heather M. Gutierrez
4434 Cottonwood Lakes Blvd
 Thornton, CO 80241 
720-231-1327
Gutierrez.heather@ymail.com
Education
Horizon High School – Thornton, CO 80241
Graduated – May 2012
Work Experience
Childcare:
Supervision of 6 year old boy and 4 year old girl since 2007. This is where I developed my sense of responsibility, ability to multitask, and patience. 
Reference: 	Kim Westoff 	(303) 909-0617
Supervision of one year old twins. I currently take care of them two days per week, every week.	
Supervision of 9 year old girl and 7 year old girl since 2014
	Reference: Kimberly Bardwell  (720) 308-0781 
Milo’s Mobile Business Solutions Inc.:
From 2010 to 2012, learned filing skills, organization, copying, faxing, phone skills, and customer relations for this small bookkeeping company. 
	Reference: 	Mary Brito	(303) 435-0166
Old Chicago Thornton:
Host/Expo
Server		
	From 2012 till now, learned to problem solve, team work, multi-tasking, customer service skills,  communication skills, phone skills, working quickly, cash and credit handling.  
	Reference: Danni Daedlow(Manger)		(303) 252-1113

Achievements
Advanced Placement and College Prep courses successfully completed during high school education.
Trained and current in CPR procedures.
Activities
Volunteer at Immaculate Heart of Mary canning food goods and wrapping gifts as well as preparing Easter baskets for under-privileged families for the last 3 years.
Participate in Immaculate Heart of Mary Christmas Gift Donation on an annual basis.
Skills & Attributes

Typing – 60 wpm				
Answering Phones
Internet Savvy
Filing
Stamina
Making Appointments
Public Speaking
Calling Clients / Customers
Running Office Equipment (Fax/Copier/Printer)
Directing Clients / Customers
Securely Handling Money
Customer Relations
Positive Attitude 
Work Well with Others
Focused and Always on Task
Friendly
Highly Organized & Efficient
Responsible
Patient 
Positive & Energetic
Quick Learner
Ambitious
Computer Skills
Excellent at Multi-tasking
Dedicated



