Mark Arguello 
4713 Carr St.
Wheat Ridge, CO 80033
Mobile: 510-461-0309
E-mail: markarguello@impulse.net



CAREER OBJECTIVE 
I am seeking to continue my successful clerical/administrative career with full time employment 

HIGHLIGHTS OF EXPERIENCE
· I have developed a broad range of skills which suit the needs of many employers 

· I am able to confidently carry out the duties you are seeking with a minimum of instruction 

PERSONAL SKILLS 
Effective Communications/Customer Service/People Skills 
· My major work experience has been in public contact positions and I am proficient in all duties associated with a customer service situation. 

· I have developed excellent interpersonal skills and effective communication skills. 

· I am quite confident and friendly when meeting and assisting people on all levels and am able to provide them with a quality service. 

· I am able to efficiently, courteously and tactfully handle clients either in person or over the telephone. 

Clerical Skills/Organizational Skills 
· I am proficient in all duties associated with an office situation, including dealing with customer enquiries, government credit card micro-purchases, credit card reconciliation, filing, typing, etc. My present typing speed is 40 wpm. 

· I can operate various types of office equipment and duplex scanners.
· I have the good organizational skills essential to the smooth running of an office, including the ordering of office supplies and soliciting bids.
Computer Skills 
· I have had experience with a variety of different computer programs and systems, including U.S. Bank programs which record transaction details, IAS quarterly service agreement payments, and update account spreadsheet, 
· I have micro purchase experience on USA Advantage systems updating customer transactions database. 

· I find I can pick up quite quickly on new procedures/ tasks as they are explained to me. 

WORK HISTORY

June 2011- May 2012,
Procurement Technician

U.S. Department of Agriculture
Ames, IA
May 2010 – June 2010,
Archivist Assistant


Clorox Corporation


Oakland, CA

November 2009 – 

Seasonal Sales Associate

Macy’s



Pleasanton, CA

January 2010

August 2008 – 

Transfer Evaluator


California State University,

Hayward, CA
February 2009





East Bay Campus
February 2008 – 

Web Generalist


Inman News


Alameda,CA
May 2008

August 2007-

Health Care Compliance 

Lifescan, Johnson & Johnson

Milpitas, CA

December 2007


June 2006 – 

Facilities Financial Analysis

American President Lines

Oakland, CA
February 2007

EDUCATION 

North Seattle Community College, Accounting & Business Seattle, WA; 1990-1995.
Tennyson High School, General Studies, Hayward, CA; 1964-1968
