Alejandra L. Andrews

11450 Community Center Drive #926                                                              303.254.6583               

Northglenn, CO 80233





                   a74974@yahoo.com


CAREER PROFILE


Experienced customer service specialist who is dedicated in contributing with 


accuracy and efficiency to a quality Administrative/Clerical position. 

PROFESSIONAL QUALIFICATIONS

· Skilled in Microsoft Office and online research

· Analyze and compile data and information into clearly presented reports

· Proficiently maintain spreadsheets, having experience with Excel

· Provide a professional level of customer service to co-workers and clients

· Validate receipts confirming accuracy of shipments

· Accurately sort and disburse incoming mail

· Manage multi-line telephone systems distributing calls with courtesy 

· Work efficiently as a team member or autonomously

· Communicate verbally and in writing clearly and concisely

· Present a calm demeanor in fast paced or difficult environments

EMPLOYMENT HISTORY


Stratford at Flatirons





            06/2010 – Present


Lead Housekeeper                                                                             Broomfield, CO  

· Train team in the scope of services offered by our community

· Facilitate schedule for team's daily responsibilities

· Verify task completion for Quality Assurance

· Communicate with all departments regularly to service Residents efficiently

· Maintain and reinforce safety guideline practices

· Promote quality of life for Residents


Personal Residence

               05/2003 – 09/2006 and 10/2007 – 06/2010


Homemaker                                                                                     Northglenn, CO

· Organized and managed family activities

· Planned and consistently stayed within budget


Salt Lake Community College



                    09/2006 – 10/2007


Office Specialist III/Accounting Clerk                                                          Sandy, UT

· Tracked data and generated reports on tuition and enrollment statistics

· Compiled information regarding departments budgets and profitability

· Utilized Oracle to manage student registration and records

· Provided clear information and directions to students, guests, and faculty

· Utilized office equipment including copiers, fax machines and scanners

· Secured personal information according to HIPAA regulations


Target, Inc.






                    09/2001 – 05/2003


Team Lead – Signing                                                                           Thornton, CO

· Supervised teams delegating responsibilities and verifying task completion 

· Managed various department teams as assigned

· Responsible for in-store marketing advertisement display

EDUCATION


Utah Valley University                 General Studies                                     Orem, UT


Salt Lake Community College
    General Studies                             Taylorsville, UT


West Jordan High School            General Studies                          West Jordan , UT

