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Phone: 720-876-8081
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Objective:

Seeking a position in an organization that will secure a challenging opportunity to further my education and experience to use leadership, communication and problem solving.

Major Accomplishments:

Excellent oral and written communication skills. Strong organizational skills and ability to work in a fast paced environment. Ability to maintain good customer service in challenging situations and manage escalated situations.

Professional Experience:

Urban Lending Solutions - Apr2015 to June2015 Document Processor/Efax
· Input shipping exceptions from FEDEX

· Destapling of customers documents

· Executions of customers files about loans

· Process borrower copies of certaindocuments for customers

· Label all documents processed through fax on computer

· Receive, deliver, and process mail according to label on envelopes

· File a FEDEX report

· Wand in all documents and/or manually input them

The Top Shop Inc (American Cabinet & Flooring) - Oct2014 to Mar201S
Scheduling and Order Processing

· Gather all documents to process for a project
· Read over all paperwork to determine what it is that the shop will be doing
· Order material once all information is gathered

· Set up a measure and install date with the customer if not already provided
· File all  information
· Watch shop when boss is away

Corinthian College's inc. (Aerotek) - March2014 to June2014
Outbound Student Information Specialist

· Engaging conversation with prospective students with branding Colleges
· Met goals of Company Policies
· Use high quality in computer functions
· Involved in Pilot Program - training new employees

Sodexo (Saint Anthony North Hospital) - Dec.2013 to Feb2014
· Cleaning of patient room, cleaning of multiple hospital units.
· Meets customer needs through effective communication,coordination and documentation
· Always practices proper policies and procedures, always courteous and respectful towards patients, referring physician offices, and coworkers
Kraft Home Inc. - June2013 to Sep.2013
Caregiver

· Cook and clean for assisted living residents
· Shower and Change the residents
· Pass out authorized medications to the residents

The Children's Hospital- Crothall Services - Aug 2012 to April 2013 Environmental services
· Cleaning of patient room,cleaning of multiple hospital units.
· Meets customer needs through effective communication, coordination and documentation
· Always practices proper policies and procedures, always courteous and respectful towards patients, referring physician offices,and coworkers
Education
May 2011	Denver Justice High School
High School Diploma

Valedictorian/ National Honors Society
