Joytasha Chavez
3773 E 139th Ave Thornton, Co 80602
720-438-5554
	
	
	Objective
As a bright and ambitious individual I am seeking a position with a well-established organization that will cultivate a long lasting career. I am interested in a company that will allow me to utilize and grow my skill set and knowledge base. 


	
	
	

	
	
	Experience
Family Dollar	September 2012-July 2013
Store Manager
Supervised a team of nine associates. Received, credited and checked in various vendors and distributors on a daily basis. Maintained daily reports including deposits and monthly billing statements. Made schedules weekly. I also conducted interviews, all hiring tasks, and trained new team members.
Martinez Installations	May 2004- August 2012
Payroll Manager/Customer Relations Coordinator
Handled all billing and accounts receivable. Ordered supplies. Managed customer expectations. Coordinated installation dates. Maintained budget and payroll for multiple installation teams. 
Pueblo Community College
Administrative Assistant/work study	September 2002- May 2003
Fulfilled student liaison duties such as explaining and assisting with completion of financial aid applications and provided student schedule counseling. Assisted with departmental projects and visual aids. 

	
	
	

	
	
	Education
Central High School	1998
Diploma
Pueblo Community College	2001-2003
Enrolled in Criminal Justice program however was unable to complete

	
	
	

	
	
	Skills
Knowledgeable in various computer programs including Microsoft office, outlook, excel and power point. Years of cash handling and customer service experience. Ability to multi task and works well under pressure. 
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