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Objective
To obtain a position where I can use my skills and education to be a great addition within a company. I have outstanding communications skills, excellent cashier experience, and training. Plus, great customer service skills. I love working with others. I am a hard worker. I also have necessary computer knowledge, such as word, power point and minor skill in excel. I was enrolled in a minor banking class in high school. 
Awards received: 
Presidents List 10/10, Deans List 03/10, Deans List 05/09 
Skills
Computer literate, Medical Terms, Urinalysis, Filling, Casting, CPR/First Aid, Strong work ethic, EKG’s, Decision making ability, Suture Removal, Detail Oriented, Resourceful, Ability to multitask Dependable, Mature, High energy Good problem solving, Willing to learn 
Education
Lester Arnold High School Commerce City, Co Diploma: May 2007
Westwood College Denver, Co Associate of Occupational Science Medical Assisting Program Graduate Date: December 2011
Volunteer Activities
9 News Health Fair 2011 MA Club- Westwood College Sunday School Teacher 2009-2013 Teachers Aid 2005-2007
Experience
[image: ][image: ][image: ]
2011-Current Eternal Rock Fellowship – Administrative Assistant Denver, Co 
[bookmark: _GoBack]I do administrative work for my Church Eternal Rock Fellowship in Denver, Co for the past 4 years. Types of work I do would be updating our Church's Facebook page to keep members notified of events going on. Filling paper work and enter data into the computer. I create and revise any new forms, newsletters and fill out tax forms from donations. I greet and assist visitors. Answer phones, direct calls and respond to inquiries. I send out group emails. I oversee scheduling and calendaring and administer the master church calendar. Plus, any other assigned jobs from making copies and throwing out trash to being a Sunday school teacher. Also, I have in the past been the fundraiser coordinator and have been in charge of managing and creating fundraising events and keeping record of the budgets for community outreaches, mission trips and children's ministry.


2008-2009 Lifetime Fitness - Childcare Team Westminster, Co 
Duties: My job duties consisted of supervising children in the kid’s club center. I would provide outstanding customer service and peace of mind to our members by ensuring that their children have fun in a safe, clean and supervised environment, while they workout. I would work together with other staff members to maintain a playful, organized, professional, and safe child environment in the center. I also maintain of the playroom to ensure a safe and sanitary environment by cleaning all surfaces and toys. In addition, I assisted in a kid’s workout class.
2007 Sapp Brothers - Cashier Commerce City, Co 
Duties: During my shifts a list of some my duties were: I would operate a cash register, process customer payments, answer telephone and use fax machine, send and receive western union money orders, check in vendors, wipe down gas and diesel pumps, restock cooler doors and freezer, clean rest rooms and showers, stock shelves, sweep and mop sales area and attend regularly scheduled team meetings. My shifts were normally 9-11 hours long with alternating graveyard and swing shifts.
2006 Colorado State Fraternal Order of Police -Telemarketing outbound calls Denver, CO
 Duties: I was responsible for outbound calling of pre-assigned lists of individuals with the purpose of gaining funds for an organization to support law enforcement officers and their families who are in need of assistance. I would use a computer to enter in data such as donor’s information and billing credit cards or send bills in the mail.
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