	

	Breanna Bechtold
	

	505 9th Ave, Apt #312
	

	Greeley, CO 80631, United States
	

	Home: 970-673-5081
	

	bechtold_breanna@yahoo.com
	

	 
	


	Objective

	 
	

	This is for the position for a Office Assistant. I think this would be a great fit for me because I am very goal oriented and I make sure I get all tasks done before or on the due date. I am a quick learner and I make sure I work quick and efficiently. I do not have too much experience in this type of job but I am willing to learn and excel in this position. 
	

	 
	


	Experience

	 
	

	Xerox, Greeley, CO
	

	Customer Service Rep, 2013 - 0001
	

	I have worked with this company for almost 8 months, I enjoy working with this company but I would like to explore different work opportunities. I have done very well at this job, I have been offered different positions in the company due to my work ethic and knowledge about the job. I have received several certificates for outstanding work and great customer service. I was the head of my training class and caught on very quick to all the different systems and techniques within the company to excel in the work environment. 
	

	 
	


	Education

	 
	

	Aurora Community College, Aurora, CO
	

	H.S., 2011
	

	In school I learned very quickly and was one of the first students to always have my work done and it was correct. I loved to help other students if they struggled with understanding the work or the objective. I was a leader and I always led by example. I ended up getting my GED because of personal problems but I scored very high on all tests.
	

	 
	


	Volunteer

	 
	

	American Cancer Society, Greeley, CO
	

	Volunteer, 2011 - 2011
	

	I worked for The American Cancer Society for a summer job, I did several different things at this location. I would help organize the events they had; helping make invitations and keeping everything organized so we would be able to get everything done in a timely way. I also occasionally answer phone calls and set up appointments for clients to come in. 
	

	 
	


	Summary of Qualifications

	 
	

	•
	I am very organized and make sure my work is complete and done correctly. I am a quick learner and worker and I always get tasks done on or before the due date.

	•
	I am very outgoing and have a great memory.

	•
	Goal oriented, organized and efficient.

	 
	


