Carla Hernandez
(303)941-0295
Carlah0904@gmail.com

Skills
· Bilingual
· Customer Service
· Data Entry 
· Sales experience
· Receptionist
· Clerical
· Retail Experience
· Administrative 
· DACODOS training 

Experience
Thayer Group for Women's Care - front office                                  01/2015- 10/2015           Boulder, CO
· Checking in and out Patients 
· Scheduling appointments for providers 
· Billing taking payments 
· Athena 
· Medical Records 

Aspen Treatment Service            Administrative Assistant              9/2014- 01/2015          Lafayette, CO
· Answer phones, clerical work
· Handle incoming traffic, data entry
· Intakes for  DUI & Domestic Violence treatment 
· Daily Accounting   
 
Montage Mortgage                         CSR/Processor                                  9/2013-9/2014              Boulder, CO
· Provide great customer service
· Worked with MS Suite
· Data entry: 10-key
· Clerical work
· Mortgage application for FHA program 
· Management of the office
· Money management, taking measurements for alterations
 
Lingo Wireless                                  Sales Representative                     8/2011-6/2013               Boulder, CO
· Sales, provide great customer service
· Money management
· Clerical work
· Organizing store merchandise
 







[bookmark: _GoBack]Guess Clothing Store                     CSR-Contract                                 8/2010-4/2011             Lakewood, CO
· Provide great customer service
· Retail and organizing the store merchandise
 
Boulder Valley Credit Union       Teller-Internship                             8/2009-8/2010              Boulder, CO
· Provide great customer service
· Data entry: 10-key
· Money management: deposits, check cashing, withdrawals

