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5539 Crown Blvd. Denver, CO 80239		juanitabarron9034@gmail.com
303.895.0540

Education 
· High School: Denver School of Science and Technology
Core values of respect, responsibly, integrity, courage, curiosity, and doing your best. 
Class of 2013 
Achievements & Awards: Responsibility Award 2010
				Doing Your Best Award 2011
					Respect Award 2012
Voluntary
· St. Elizabeth’s School- Denver, CO  (2010-2011)
Pre-School Teacher Assistant: Provide assistance to pre-school teacher when running class lesson. As well as providing assistance to students when performing class work, class lessons, or home work. Helped after school teacher with programs that include art lessons, music lessons, and day care. 

Employment 
· US. Geological Survey- Federal Center Lakewood, CO (2011-2012)
Administrative Assistant/Clerk: Provide assistance to administrative executives with maintaining records of business transactions such as Payroll and office activities. Furthermore, helped scientist with data entry, make travel arrangements, answered phone calls, negotiations with contractors, and planed events. Clerical activities which included filing of documents, invoices, and paper records, data entry using Microsoft Word and Excel; inventory of office equipment; and assist in archiving publication of documents and products. Assisted scientist with scientific projects as needed and appropriate, duties included cataloging scientific samples and filed equipment and other duties assigned. 

· Ready Foods- Denver, CO (2013-2014)
Quality Assurance Technician(QA): Inspect implements before production begins to assure cleaning and physical appearance. During production of the food it’s necessary to inspect temperature, PH, and viscosity to prevent any mistakes or potentials out of specification. Some of the procedures include are GMPs and color codes adherence, pre-ops, swab testing (ATP), random audit of RMs and WIP proper making, change chart records both freezers and coolers, etc. Duties also include data entry to maintain records of the products that are being produced and shipped to major food companies such as Chipotle and Noodles Co. 

· Levi’s Auto Sales – Denver, CO (2013- Present)
Receptionist/ Clerk: Provide assistance to owner and sales reps with maintain records of automobiles and business transactions. Clerical activities which included filing of documents, invoices, and paper records, data entry using Microsoft Word and Excel; inventory of office equipment; and assist in archiving publication of documents and products. Also use special software such as Traker to input or exclude inventory. 
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