Alexis Mota
105 Yakima St. Lochbuie, CO 80603  •720-357-8644• Amota@teampunchit.com

Objective

Accurate, thorough, and motivated person offering great work ethic, exceptional communication, and problem solving skills to make a positive impact in the company.


Skills

· Above Proficient in all “Microsoft Word” Applications
· Bilingual (Spanish & English) grammar, spelling, vocabulary, and punctuation
· Four year Experience on Fork lift; Certified
· Self-motivated and work great with a team
· Quick Learner
· Ambitious
· Safety Conscious
· Five Year Experience as Administrative Assistant

Technical Expertise

Office Equipment: Fax machines, photocopiers, general office equipment
Computer: Spreadsheets, word processing, publisher, typing speed: 64 WPM


Professional Experience

Administrative Assistant, Woerner Turf of Colorado	04/2009-Present
· Answer multi-line phone calls courteously to assist customers
· Reply to customer emails regarding product questions/concerns
· Prepare and record invoices, reports, and Installation orders
· Accounts receivable, Accounts payable
· Worked in warehouse, forklift, some production
· Payroll
· Supplies management
· Data entry, Record management
· Letter Drafting
Key Accomplishments:
	Helped obtain a small project from a major client. The success of this small project led to a long term relationship with this client. The relationship has led to multiple projects and revenue for the company.
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