
Aurora, Colorado 80012

Fadumo.adan@ucdenver.edu
 
Dear Sir or Madam:
This position is one I am certain will be a suitable occupation to build upon my current knowledge and experience with customer service and clerical work. 
As I was researching potential job openings, this position suited the kind of profession I would prefer. 
As a Proctor and Lab Assistant at the Community College of Denver, I dealt with the entire student body in attendance, professors, and community members. I administered exams which were considered high-stakes. The experience I had working in an information-sensitive milieu has prepared me for future occupations in where reliability, confidentiality and attention to detail prove to be necessary. 

I look forward to further discussing a possible interview with you. If you require any additional information about my qualifications, please email or call me.  

Sincerest regards,




Enclosure 






Aurora, Colorado 80012

Fadumo.adan@ucdenver.edu

OBJECTIVE		Mailroom Clerk, Denver CO
SKILLS & ABILITIES		Excellent written and oral communication. Proficient in MS Office. Willingness to learn innovative methods to service customers. 2 years of experience in an office setting position.
EXPERIENCE		PROCTOR AND LAB ASSISTANT, COMMUNITY COLLEGE OF DENVER  
August 21, 2011-May 18, 2013
Administered certification exams for IT professionals, handled transcripts and cashiering. Managed files, intake forms, and provided off-site testing to local high school students. Serviced professors, students with disabilities and members of the community.
VOLUNTEER, COLORADO PROVIDERS FOR INTEGRATION NETWORK
May 2012-Present 
Guest speaker for the 2013 Colorado Coalition Genocide Awareness Conference 
Featured guest on PBS Studio 12 discussing growing numbers of refugees and immigrants 
Participant in “Stories of Integration,” funded by The Colorado Trust 
EDUCATION		UNIVERSITY OF COLORADO DENVER-DENVER, COLORADO-BACHELOR OF ARTS 
Sociology, Psychology, and Ethnic Studies 
August 2011 to Present: 
Expected: May 17, 2014 
REFERENCES		SHELLY TRUJILLO 
Testing Specialist, Community College of Denver 
Email: shelly.trujillo@ccd.edu 
Contact: 303.352.5053
TERESA DE HERRERA 
Director, TriO Student Support Services  
Email: Teresa.DeHerrera@ucdenver.edu 
Contact: 303.556.8345
MEG ALLEN
Community Integration Director 
Email: Mega@coaden.org
Contact: 303.960.8724 







