       Lestina Anderson
     lestina.anderson@aol.com
           (331) 431-9822

Professional Skills
· 3+ Years of Customer Service experience
· Ability to work in a fast-pace environment
· Intermediate with Data Processing (MS Word, Excel, Outlook, ETC)
· Able to make difficult decisions in stressful situations
· Experienced in using 10-key machine 
· Flexible and Adaptable
· Intermediate with common and office equipment 

Work History 
Data Encoder, DHL Global Mail                             Denver, CO                        10/2012-Present
· Process , Encode, scan, type mail information
· Ship, pack and receive mail
Customer Service, Whole Foods Market            Denver, CO                        05/2012-09/2012
· Assist customers with check-out
· Encode and scan Labels for inventory
· Organize counters and shelves with groceries
· Answer phones and direct calls to appropriate department
· Balanced till daily
Concierge, Towne Park                                           Aurora, CO                        07/2011-05/2012
· Assist employees and patient with daily errands at the Children’s Hospital Colorado
· Handled phone inquires
· Arranged and set reservations for travel and lodging
· Courier Services
· Billed and accept payments for payments preformed
· Work effectively as a single performer; interacting with other team members, customers, support personnel and management.
· Print reports as necessary insuring that the print queue is empty prior to departing for the day
Client Care Provider, Metro CareRing          Denver, CO                      02/2010-01/2011
· Assisted the homeless with resources such as clothing, obtaining legal documents, food, Job search ETC.
· Researched , and updated and documented client information in database
· Organized events for the less fortunate 
· Reported any accidents that accrued during each client visit if any
Assistant, University Hospital                           Aurora, CO                      05/2009-11/2009
· Assisted in organizing patient medical records
· Acted as a liaison in communicating information between nurses and patients
· Professionally answered phones and patient inquires
· Completed daily reports for the office and made sure things were neat and organized 

Education
Business Services Certificate, CCD                    Denver, CO                     06/2011

H.S. Diploma, Bryant Street Academy                Denver, CO                      03/2010

