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	Objective

	Seeking a position as an office administrator/receptionist or a warehouse worker at a company where I can utilize my experience to improve customer satisfaction. 

	Skills Profile

	· Experienced in Quickbook, Word, Excel
· Bilingual (English/Russian)
· Mathematical Skills
· Marvelous Communication Skills (took a course)
· Customer Service
· Great at organizing and filing
· Scheduling
· Marketing Skills
· Outstanding sales experience 
· Excellent ability to adapt to difficult situations
· Detail oriented
· Leadership Skills
· High level of Energy
· Warehouse experience 
· Production line experience 
· Forklift operator (sit down, reach truck, power jack)
· Fast pace worker


	Employment History

	Touchstone Granite and Marble Inc.
	4/5/2013 — 11/8/2013

	Denver, CO
- Worked as a full-time office administrator.
- Responsibilities: 
· Customer service face to face and over the phone
· Sales
· Billing
· Estimates
· Emailing
· Inventory
· Shipping and receiving, and many other office duties. 

Hands on Granite LLC.                                                                                                                    11/11/13 – 2/17/14                                                                                                                                                              
Commerce City, CO

-Worked as a customer sales representative, fabricator and installer. 
-Responsibilities:
· Customer service face to face and over the phone
· Sales
· Estimates
· Warehouse  worker
· Fabrication: cut, polished and prepared material for installs 
· Forklift operator 
· Installer: Installed granite, plumbing disconnection and reconnection, cabinet installation, glued sinks, drilled faucet holes and cleaned counter tops. 

McKesson Specialty                                                                                                                                                                           3/3/2014 – present 
Aurora, CO
· Working as a full-time material-handler worker
· Responsibilities:
· Packager
· Double Checker
· Product picker
· Shipping and Receiving
· [bookmark: _GoBack]Product put-away
· Replenishment
· Forklift operator (sit down, reach truck, power jack)



	
	

	

	
	

	Education activities

	-High school graduate, Continental Academy, 2011
-Red Rocks Community College, took general education classes
-Metro State University, Majoring in Civil Engineering



References

-Veronika Kovtun – Former co-worker - (720) 937-0645
-Doug Reeves  - Teacher - (720) 261-9295
-David Naumenko – IT Specialist at Exclusive Resorts -  (303)748-1050
