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1968 S. Devinney St.
Lakewood, CO 80228

Summary
Customer Service representative with two years of experience in a call center. Highly skilled in a variety of tasks, including word processing, spreadsheet and database program use.
Education
GED, 1995, Laredo Community College, Laredo, TX
Medical Assistant, Southern Careers Institute, July 2002, Laredo, Texas
A.A. Degree, Fall 2011, Pueblo Community College, Pueblo, CO
Major: Foreign Language/Spanish	
Bachelor’s Degree, May 2015, Colorado State University-Pueblo, Pueblo, CO 
Major: Foreign Language/Spanish

Internship
Phlebotomist, Laredo Health Department, May 2003, Laredo, Texas
•	Collected the specimen directed by the doctors’ orders
•	Labeled the vitals properly
•	Arrange for shipment to the laboratory as necessary

Work History
IQOR/RMS, PPG Architectural Finish, August 2014-May 2015, Customer Service Representative, Accounts Receivable, Bilingual
•	Customer service
•	Take payments (check by phone, credit or debit cards)
•	Call customers and advise them of the billing in question
•	Do spreadsheets that allow the customer and credit representatives and proper stores to properly apply the credit to specific accounts and to view the credit memos and invoices in question
•	Email customers depending on the situations and contact the proper departments for proper delivery of information
•	Call Puerto Rico customers to inform of payments due, answer their questions
•	Notate on the account the proper notes of the conversation or the message left for next representative information
•	Change the strategies as necessary for the account to be routed to the proper department for next step

IQOR/RMS, Century Link May 2013-August 2014, Customer Service Representative, Bilingual
•	Customer service
•	Take payments (check by phone, credit or debit cards)
•	Make payment arrangements
•	Explain the billing statement to customers
•	Transfer to different departments when necessary for proper handling of account
•	Assist with the financial help that the customer may need, setting payment arrangements that best fit the customer
•	Notated the account properly for next representative

IHOP, February 2009-August 2013, Server
•	Customer Service
•	Cashier
•	Food Service
•	Ability to follow instructions
•	Ability to be self-motivated
•	Hostess

Pueblo Community College, February 2010– December 2010, Library
•	Customer Service
•	Ability to follow instructions
•	Ability to be self-motivated

United Police Department, United Independent School District, February 2004-September 2008, Security Officer
•	Provided the safety for the staff and students
•	Trained in safety procedures
•	Trained in directing traffic
•	Trained in taking police reports and writing them out
•	Trained in the techniques for proper take downs of students/staff and parents when necessary
•	Educated the students in the school rules as well as the rules of the district when asked
•	At times advise students/parents
•	Yearly meetings on the proper procedures in traffic, writing police reports, districts guidelines, proper procedures in deescalating situations with students, teachers and parents, etc.

LMG, Dr. Michael Hochman, Laredo, Texas, February 2003-May 2003, Medical Office Assistant
•	Prepared patients information
•	Noted any medications that the patient might have been taken at the time
•	Check eye vision, took eye pressure
•	Take vital signs
•	Office work, made copies, set appointments, answer telephone calls, filing

IHOP, December 1995– May 2000, Assistant Manager
•	Customer Service
•	Hiring, training
•	Scheduled 25+ employees
•	Daily deposits
•	Close of the day reports
•	Maintain the employees files current

Strengths and Skills
Reliable, with strong work ethic.Excellent interpersonal, written, and oral communication. Accept supervision well, and work well as a team member. Accounts receivable expertise.Proficient in Microsoft Word, Excel, PowerPoint, and Outlook.

Service and Leadership
ACPC Women’s Clinic, Volunteer, Pueblo CO, 2011
•	Helped with answering the phones, fixing the donated baby, mother’s clothes
•	Collecting and some lite cleaning
Voz de Niño’s, Court Appointed Special Advocate for Children, 2008
•	Attended court hearings
•	Attend school meetings
•	Daily/weekly visits to the foster homes
•	Visit with the child and check on their well being
•	Consulted regularly with supervisor for guidance


Certificates
•	FEMA 100-Introduction to Incident Command System
•	FEMA 700-National Incident Management System (NIMS)
Languages
Fluent in English and Spanish
Interests and Activities
My interests are reading, spending time with my family and surfing the internet for different varieties of networks. Enjoy learning new things, reading and being able to apply my experiences in everything that I do.
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