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OBJECTIVE:	To obtain a challenging position that allows me to maximize my customer service skills, and training experience in the medical field, to assist in advancing a company that offers a stable employment opportunity.
.
PROFILE
· Professional with the ability to work both independently and as collaborative team member.
· Trustworthy, ethical, well organized with an attitude of self-motivation, creativity, and initiative to achieve goals.
· Strong interpersonal skills.
· Quick leaner with the desire to accept new challenges.

EXPERIENCE:		Service clerk
Hobby Lobby, Pueblo CO		June 2011 to June 2013
· Responding to promptly customer inquiries 
· Handling sufficient amount of cash and credit cards
· Resolving customer complaints,
· Processing orders, forms, applications and requests
· Responding to phone calls 

Computer lab technician
Colorado State University- Pueblo CO	January 2010 to May 2013
· Operating computers and the network,
·  Supervising of lab equipment and facilities,
·  keeping records of equipment and lab supplies
·  maintaining the security of the lab
· Assisting in the lab by demonstrating the proper use of the equipment and how to use the hardware and software to finish assignments. 
· Providing an assistance such a clearing paper jams in printers and copiers, refilling ink toners and supplying paper.

Physical therapist-Volunteer
Villa Pueblo Senior Living Community, Pueblo CO January 2013 to 										August 2013 
Under the supervision of a licensed physical therapist, 
· I assisted patients with be moving, lowered or raised
· Assisted in exercises and activities
· Kept patients comfortable during painful procedures.
· completed administrative task
· Observed a physical therapist, an occupational therapist
· Getting patients from their rooms to rehab room
· Helped patients with exercises including stretching, walking, standing, and sitting.

 Front Desk Receptionist
Econo-lodge Hotel, Pueblo CO	February 2010 to January 2011
· Accommodated hotel, and resorted guests by registering 	and assigning rooms to them.
·  Issued room keys, transmitted and received messages 
· kept records of occupied rooms and guests' accounts 
· Made and confirmed reservations, and presented statements to and collected payments from departing guests.  
· Involved the use of computer and keyboard
· Answering phone calls

Medical front desk assistant
			Aurora Medical Center Aurora CO. 	January 2008 - August 2010 
· Welcomed patients and visitors by greeting patients and visitors, in person or on the telephone; answering or referring inquiries. 
· Optimized patients' satisfaction, provider time, and treatment room utilization by scheduling appointments in person or by telephone
· Kept patient appointments on schedule by notifying provider of patient's arrival; reviewed service delivery compared to schedule; reminded provider of service delays.
· Maintained business office inventory and equipment by checking stock to determine inventory level; anticipating needed supplies; placed and expedited orders for supplies; verified receipt of supplies; scheduling equipment service and repairs.
· Helped patients in distress by responding to emergencies
· Protects patients' rights by maintaining confidentiality of personal and financial information
· Contributes to team effort by accomplishing related results as needed

SKILLS: 		
· Computer Proficient in MS Office : word, Excel, PowerPoint,  
· Science programs: Venier Logger Pro. etc  
· GIS/GPS programs: ArcView, ArcGIS
· Bilingual

ACHIVEMENTS/AKNOLEDGEMENTS:  

· Research assistant
· Honor roll Student
· Dean’s list
· Link crew leader
· Volunteer work at  rehabilitation centers 
· Tennis award 

			

