

Paula Larisa Fiat
5100 Leetsdale Drive #226
Denver, Co 80246
E-mail: larisa.fiat@yahoo.com
                  Cell: 720/296-5343
Qualifications Summary

Individual with over eight years of experience in Customer Service and Secretarial/Office duties. 

· Hard working, team-work, well-schooled, dependable, honest, very organized, high attention to details and accuracy, quick learner and willing to learn
· Good with Microsoft Office System (including Microsoft Word, Microsoft Excel, etc). 


Professional Experience

Customer Service/Processor/Stocker 
at Goodwill Ind., Denver, Co, US
(Apr. 2012 - Aug. 2013)

· In charge of customer satisfaction

· Organizational skills 
      (running the entire store while on the shift, keeping the work area clean and organized)

· Processing wares, tagging, pricing) 
Assistant Manager at 

“Concept S.A.Bucuresti, Romania” – Construction Company                       (May 2005 – Jul. 2011)

· Performed general office duties.
· Prepared weekly and monthly cerficates for presentation to management.
· General phone work
· Schedule client appointments and maintained up-to –date confidential client files.
· Filing, typing, scanning, ordering supplies, maintaining files, and other secretarial responsibilities. 
Secretary to a 
Notary Office, Timisoara, Romania, Europe                                                  (Jul. 2002 – Apr. 2005)
· Greeting clients 

· Computer and office organization

· General phone work

· General office skills
· Prepare and send mailings, distribute emails
· Exceptional communication and interpersonal skills
· General administrative tasks
· Received outstanding positive comments from team members on employee reviews, as well as exceptional feedback from superior.
Education
Law School, “Tibiscus” University, Timisoara, Romania, Europe                     

(1998-2002)

High School ‘’Traian-Doda’’, 
Caransebes, Romania, Europe 
                                                      (1990-1994) 
Languages spoken: 

Romanian - native fluency 
English     - good fluency 

Objective: 
Seeking a secretarial/administrative/office job where my good experience will be further developed and utilize. 

Motivation: 
To fulfill the duties and responsibilities of my job in the most professional way possible and to have the satisfaction of company progress due to the contribution of my work.  

Interests:  Charity work, Reading, Writing, Cooking, Traveling. 

Sir/Madame, 

I’m applying on Mail Clerk position, being a U.S. permanent resident since August 2011. 

If You are going to give me the opportunity to work for Your company, I can assure you that You’ll never be disappointed. 

        I appreciate Your time reading my application. 

Thank you! 

Paula Larisa Fiat                                                                                                            06/17/2014                            
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