ERIKA GRUNDE CUELLAR
256 Matchless St. ( Louisville, CO  80027
817-739-5869

cuellarlove512@yahoo.com 
EDUCATION

TEXAS WESLEYAN UNIVERSITY, Fort Worth, Texas 2002                                                                     

BS in Communications Radio/Television/Film Emphasis
ACQUIRED SKILLS
MS Office; Adobe Premier; iPhone repair; Strong abilities in problem solving and initiative
PROFESSIONAL EXPERIENCE
ASSORTED GOODS AND CANDY,  Louisville, Colorado



08/12 – Present

Cashier/Key Holder

· Assist customers with finding special or unusual candies and gifts; specializing in nostalgic candies, sodas and gifts. Restock and straighten product as needed.  
HAGAR RESTAURANT SERVICE, LLC.,  Dallas,  Texas




05/09 – 08/11 

Sub-Agent Dispatch Coordinator

· Handled warranty relations between sub-agents, customers, and manufacturers according to factory instructions.
· Followed up with each service call in a timely manner.
Coding/Editing

· Assisted local repair technicians regarding paperwork, parts and follow ups.
· Tracked parts used and correctly assigned them to each service call.
· Prepared paperwork for billing.
Shipping and Receiving/Inventory Control

· Checked in purchase orders and parts, carefully comparing quantities, part numbers, and descriptions to ensure accuracy.

· Assigned parts ordered for service calls and properly placed them in the technicians’ bins.

· Assisted Inventory Control Manager, Parts Department, and Purchasing Department in maintaining correct inventory on hand and part numbers.  
· Assisted with yearly inventory counts.

BURNETT’S STAFFING, INC., Las Colinas, Texas



         
  
09/08 – 03/09
Staffing Assistant/Reception
· Responsible for all front desk reception and general office functions including faxing, copying and scanning.

· Reported to 2 Staffing managers and an Account Manager providing office & sales support.

· Maintained all paper and electronic files utilizing Ultra-Staff software, MS Outlook, Word & Excel.

· Created and processed all applicants’ files, data entry and reference checks with confidentiality.

· Assisted the Staffing Managers in recruiting qualified candidates for job openings.
VOLUNTEER
Monthly reading to the residents at Balfour Cherrywood – A Memory Care Facility, organized through the Louisville Public Library.  January 2012 – present
