Vincent Catbagan

303.483.1930

vincecatbagan@yahoo.com
Summary of Qualifications

Highly successful in coordination and completing projects

Excellent writing, editing and proofreading skills

Highly skilled at organizing and handling fine detail

Excellent in interpersonal skills

Proficient in Micro Soft Office, Outlook, Word, Excel, and Access

Career Profile

Lexmark /Boulder Staffing




Nov. 2011/ March 2012
Temporary Employment Agency

Material Handling of Toner and Drums for Lexmark Printer Company.  Worked machinery cleaning and GL Coding and inspecting drums for debris.

SOS Staffing






March 2010 / October 2011
Temporary Employment Agency

V-Tech Laboratory  (Boulder)

Creative Foam          (Longmont)

Operation and Control — Controlling and programming operations of N/C machines, equipment or systems

Operation Monitoring — Watching gauges, dials, or other indicators to make sure a machine is working properly

Mathematics — Using  mathematics to solve problems

Quality Control Analysis — Conducting tests and inspections of products, services, or processes to evaluate quality or performance in accordance with AS/ISO standards

Enerpro, Inc.





August 2008 / November 2009
HR Manager/ Exec. Assist. To VP

Perform all duties and responsibilities in a timely manner in accordance with established policies and procedures.

Prepare monthly reports: turnover, benefit eligibility, performance reviews and events.

Select Staffing 




March 2008 / August 2008

Temporary Employment Agency
Accounts Payable & Receivable Dept. 
Apply company policies, practices and procedures to a designated number of customer accounts within specified dollar and time limit.

Handle and maintained customer account on complex and receivable situations requiring unusual action.  Systematically and regularly call upon customer to check status of open and past due accounts.

Academy of Art University



October 2005 / February 2008

Business Operations Department
Assisted Vice President and Assistant to VP of Business Operations with contracted vendors and payments.
Worked along side supervisors and managers with preparation of new Real Estate projects and convert to dormitories.

Carlton, DiSante and Frudenberger LLC

September 2006 May 2007

Office Manager

Answer and route all incoming calls and take required detailed messages from Attorneys as requested.

Provide clerical and general support duties including faxing, filing, copying, sorting and distribution of incoming and outgoing mail.

Strategic Staffing 




July 2005 / February 2008

Various employment positions found and assigned to. Cornelius Thompson (Recruiter)

Worked par time and seasonal while working full time employment.

Coldwell Banker Real Estate



February 2002 / June 2005

Transaction Coordinator


Answer phones and schedule appointments

Manage websites, Online Marketing and e-mail campaigns

Interface with Buyers/Sellers, Agents, Settlement Companies, Banks/Lenders, Home Inspectors, and Contractors.

REFERENCES

Ms. Nadine Samorano  (Coldwell Banker)


415.338.1880

Mr. Rick Chaney  (Lexmark)




303.581.5120
Ms. Sunny Mai  (Boulder Staffing Recruiter)


303.444.1445

 Mr. Ron Girard (Cochlear)




 303.472.4060

Mr.Daniel Epp (Attorney Personal Reference,)

415.553.7892

