Sharon Archibeque

60 no.6th ave. 

Brighton,Colo.80601

Cell- 720-628-6500

Email-sharonarchibeque@yahoo.com
Overview

Highly organized and meticulous  Receptionist in a corperate office setting.

Summary of skills

· Word
· Excel
· Filing/Faxing
· Bi-lingual
· Numerical data entry
· Phone skills
· Distribution of Fedex/Ups
· Directing/Addressing of clients
· Detail orientated
EMPLOYERS
RemX / Transcontinenant Oil Co.
Clerical         
2012-2012
303-573-7800
Peerless Tyre Co.
Receptionist
2008 -2011
303-371-4000

United Stationers
Orderfiller
2006-2008
303-374-4000
Education
Brighton Sr.High School

Received G.E.D through Hep Bueno program 1987

References Upon Request.
