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	Lisa Castillo

	Objective

	To obtain a position that will leverage and challenge my current skills while utilizing the opportunity to grow professionally with new skills and responsibilities.

	Experience

	  4/2014 – 4/2014
	MillerCoors
	Golden, CO

	Data Entry Operator (Contractor through Revolution Technologies)

· Duties include: input data into computer processing system (SAP PM), update payment terms on purchase orders in SAP, work with Procurement team

	

	  7/2013 – 12/2013
	  MillerCoors
	Golden, CO

	Data Entry Operator (Contractor through Revolution Technologies)

· Duties include: collect, review and input data into computer processing system (SAP PM), work with asset care team, bill of materials, brewery equipment, process weekly/monthly reports based off of data pulled from SAP maintenance module, create/organize technical manuals.

	  9/2010 – 5/2012
	 Oracle (Formerly Sun Microsystems)
	Broomfield, CO

	NSG (National Securities Group) Sales Support (Contractor through Randstad)

· Duties include: data entry, supporting high volume sales associates with everyday activities (identifying opportunities, quoting/booking Oracle Support contracts), complex quoting/booking according to Oracle policies/best practices, customer service, answer phones, quarter-end support for entire NA Support Sales division, working closely with the NSG reps (preparing legal quotes for a service contract for classified Government contracts), data analysis, ran reports, high-value contract resolution, researching/updating client data in contract database.

	

	  5/2008 – 6/2009
	  Auto Trader Magazines
	Golden, CO

	Circulation Manager

· Duties include: customer service, answer phones, data entry, working in a position that I could be trusted to work independently and make decisions, set up new distribution channels, manage current distribution channels to ensure client satisfaction, file paperwork, billing, fax, process weekly/monthly reports, several other office duties.

	12/2002 – 5/2008
Auto Trader Magazines
           Golden, CO
Advisor/Circulation Supervisor

· Duties include: customer service, data entry, being responsible and honest, visit outlets that our product is in and speak with store managers, answer phones, set up new accounts for clients,   take messages, file paperwork, billing, fax, and several other office duties. 


	3/2000 – 10/2001
Teletech (Call Center)
        Thornton, CO
Lead Agent/Training Assistant

· Duties include: customer service, data entry, answer phones, set up new accounts for clients, training new employees in all new hire training classes


	2/1998 – 8/1999
                           Pet World
    Lakewood, CO
Customer Service

· Duties include: customer service, answer phones, cashier, cleaning up after & taking care of birds/fish/small animals, inventory, stocking shelves.


	Education

	1995-1999
	Westminster High School
	Westminster, CO

	· Completed all required courses and received High School Diploma
2014-2016
                                     University of Phoenix
                                Online

· Working toward Associate’s Degree in Information Technology


	Skills

	* Filing                                                                                     * PAGES/Numbers (Apple/Mac)
* Typing  (45+ WPM)                                                              * Sun Microsystems IBIS (11i)
* Experience with social networking                                       * Microsoft Publisher
* Windows Operating Systems                                                * Oracle GSI (OKS)
* Microsoft Office – Word, Excel (2003-Current)                  * SAP PM
* Microsoft Outlook / Mozilla Thunderbird                            * Star Office

	Volunteerism & Hobbies

	ColoradoStangs.com (Group of Auto Enthusiasts/Car Club)                 Denver Mustang Club (Car Club)
Event Coordinator                                                                                         Newsletter Editor      
2001-Present                                                                                                  December 2010-Present                                                                                                                                                                                         

	References

	Personal and Professional References are available upon request.



