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Highlights of Qualifications

· Excellent communicator with experience briefing customers and management at all levels.
· Experience using Windows 7 and older, Microsoft Word, Microsoft Excel, Microsoft PowerPoint, Microsoft Publisher, and Outlook.
· Excellent at multitasking through prioritizing work and time management. 

· Experience in research support, preparing and writing reports.

· Customer service experience.
· High attention to detail.
· Basic data entry skills.
· Ability to learn quickly.
· Filing and organization.
· Knowledge in telephone answering/systems.
· Knowledge in basic troubleshooting of computers.
· Experience in handling money.
Recent Job Experience

Home Depot










    Boulder, CO
       
Cashier








      
         
         04/2013- 11/2013

Job duties included finalizing customer purchases accurately and quickly, cleaning registers and the front end of the store, and helping customers locate merchandise. Providing excellent customer service was an expectation of the position.
University of Northern Colorado Dining Services





   Greeley, CO

Dining Service Associate







           08/2009-12/2011

Job duties included serving food to students, training new employees, answering the phone, and cleaning dishes and dining areas.
Safeway










 Firestone, CO

Courtesy Clerk







      

           05/2008-08/2008
Applicable Experience
Teaching Assistant for Japanese 102





   
           01/2012-05/2012

· Organize files on the internet through a university platform for students to access.
· Answer questions pertaining to the course.
· Read, Write and Speak beginning to intermediate Japanese.
· Grade papers.
· Prepare lesson plans based on professors parameters and aid in lectures.
Kappa Kappa Psi- Alpha Theta





   
         05/2009-05/2012

Treasurer








   
          04/2011-05/2012

· Make and maintain a budget.
· Organize and maintain all accounts, including the depositing of moneys into a business account.
· Organize and facilitate fundraisers.
· Create and track basic payment plans.
Service Chair








   
         04/2011-05/2012

· Run a committee that creates and facilitates service projects for the band program's benefit.
Education

Bachelor of Arts, Music
University of Northern Colorado

Greeley, CO

   2012
