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	I am a driven young woman with a unique mix of education, work, and life experience. I want to find a position at a company that can be more than just a job, I am looking for a long-term career. I am an extremely quick learner, and a people person who has a lot to offer.


Experience
	August 2016 – February 2017
[bookmark: _Hlk492899097]records Analyst, Pheonix Financial and omni financial
My responsibilities included organizing tax leans, reaching out to business owners, collecting information needed to pitch tax resolution plans, providing customer service, taking incoming phone calls, and using many different computer programs.  

january 2016 – july 2016
customer care, home advisor
Working in customer care, I helped customers with the process of putting in service requests, connected customers to the contractor that could meet their needs, and scheduling contractors to meet with clients at the project site for estimates.

	may 2013 – DECEMBER 2015
Front office & receptionist, colorado swim school
In the front office, I oversaw scheduling, putting together tuition charges, collecting tuition, data entry, giving tours, and providing customer service. I also did basic office work such as replying to emails, typing announcements, copying, filing, and taking incoming phone calls.


Education
	August 2012 – may 2015
college EDUCATION, colorado mouNTain collEge 
Worked towards by bachelor’s degree, which I plan to finish online.   

	may 2012
high school diploma, Arvada west high school
I graduated with a 3.0 GPA, 27 ACT score, one college English credit, and acceptance letters from Colorado State University, FIDM Los Angeles, and the University of Northern Colorado.


Skills
	Great organizational skills
Strong ability to multi-task
Self-motivated worker
	Experience with Microsoft Office
Easily adaptable
Ability to work individually and in groups
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