Jamie Castillo
1704 SE Moberly Manor Drive  Bentonville, AR 72712  (785) 223-7934  jamie.8.castillo@gmail.com

OBJECTIVE
[bookmark: _GoBack]I am an organized, bilingual, dependable, and service-focused worker seeking to gain full time employment.

WORK EXPERIENCE
Certified Nursing Assistant / Office Manager
6/2012 - 12/2013  Ever Faithful Assistance, LLC at Apple Blossom in Rogers, Arkansas
	Maintain payroll information by collecting, calculating, and entering data.
	Create and maintain documents as needed for company needs.
	Filing and updating current and new client information.
	Help residents maintain independence by assisting with daily living tasks such as personal care, monitoring their	health, and serve as an advocate for our residents by relaying information to families and healthcare team.

Material Coordinator 
6/2007 - 12/2007  Lear Siegler Services Inc., in Fort Riley, Kansas
	Maintained automated supply system for accounting of organizational and installation supplies and equipment.
	Received, conducted inventories, segregated, stored, issued, and turned in organizational equipment.
	Prepared, stored and collected supply documents, and monitored and submitted unit supply reports.

Customer Service Representative
4/2005 - 6/2007  Empire Today Inc., in Junction City, Kansas
	Set up appointments for sales representatives to show Empire home improvement products.
	Helped customers place orders and set up installation dates.
	Assisted customers with problems they had before, during or after installation and set up repair dates. 
	Answered questions regarding their purchase order, made changes to their orders if needed.
	Resolved complaints and filled out work orders or requests for service regarding defective products.

Customer Service Representative
7/2001 - 4/2002  Convergys Corporation, in Killeen, Texas
	Answered customer questions regarding their long distance telephone bill, including pricing information.
	Updated customer accounts, and made phone plan changes whenever requested.
	Activated and terminated service for customers.
	Retained customers by resolving complaints regarding billing errors and other problems they experienced.

Unit Supply Specialist
5/1998 - 5/2001  US Army
	Accounted for organizational and installation supplies and equipment.
	Honorable discharge

EDUCATION
Certified Nursing Assistant Course  State Certified on 07/31/2012

Barton County Community College 02/2008 – 05/2010
Fort Riley, Kansas
Associate of Science in Business Technology

Northwest Arkansas Community College 01/2014 – Present
Bentonville, Arkansas
Associate of Science in Business Management

ADDITIONAL INFORMATION
All gaps of time between employment I have been a stay-at-home mother and / or full time student.
