Maria Angelina B. Arellano
P															1305 Mariposa Street					(303)893-6773 			Denver, CO   80204-2500				maarellano1131@yahoo.com														  
OBJECTIVE
A progressively and challenging general office clerk position where I can demonstrate a variety of office skills and organizational abilities in an efficient manner.

 SKILLS
Data Entry	          Manual Filing              Computers	 	Typing 40WPM
Ten-Key by Touch        Fax machine	             Organized	             Teamwork	                                                                    Active Listening           ●Customer Service	Windows 2000                                                                                                        					                          

RELATED WORK EXPERIENCE
 			        	
General Office
· Negotiated new account applications and credit checks 
· Opened, sorted and routed incoming mail, answered correspondence, 
   handled outgoing mail
· Set up new accounts, assigned account numbers and bar code labeled files  for 			interdepartmental tracking 
· Processed IRA applications	
· Prepped documents that were routed to other departments for processing
· Checked mailing envelopes to ensure that the correct name and address were printed 
    correctly and that they were properly numbered sequentially

                      Data Entry
·  Compiled, sorted and verified data before it was entered
·  Read source documents and entered information in specific data fields using keyboards
   and scanner
·  Stored completed documents in designated locations

                      Customer Service
·  Updated computer entries per customer’s request 
·  Changed address records for customers 
						
		
EDUCATION

Pharmacy Technician Certification					2010-2011
Emily Griffith Technical College, Denver, CO

Bachelor of Science in Commerce                   				1985-1989   
Concordia College, Manila, Philippines      	                                                                
 
EMPLOYMENT	
      	        General and File Clerk      Adecco Employment Services                     02/2007-10/2007
        Office Assistant II	  TAP, Riverside, CA				2002-2002                        
  Service Representative 	  Apple One, Denver, CO		            1998-1999
		        Data Entry Clerk		  Apple One, Denver, CO			1999-1999	 
