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Objective
Energetic, customer-focused and extremely dependable individual with proven ability to adapt to the demands of a diverse and challenging workload. Possess strong work ethic and a desire to go beyond the expectations of employer as well as to obtain a position that focuses on quality and efficiency, customer relations, professional growth and teamwork.
Experience
R&R Service of Colorado	2011-2013	
Efficiently assisted with Medicaid, Medicaid disability, SSI, Immigration, Notary, Accounting and Billing Issues. Assisted with all Government and non Government issues
Data entry, Filing, Spreadsheets and reports
 Multi-tasked between Applications and assisting clients over phone

Westwood Insurance	2011-2012
Data entry AAA, Filed insurance claims, payment receipts 
Multi-tasked between various apps as assisting clients over phone
Sending out insurance quotes online and over phone
Cash handling 
Education
Aveda Institute Denver                                             2012-2013
· RPGT-14.5
Colorado State High School	2009-2009
Skills
Office skills: Telephone & front desk reception, customer service, filing, database and records management, executive & administrative support, reports and spreadsheets, complaint handling, and data entry
Computer skills: Word, Excel, Power point, Access, Outlook, and AAA 




REFERENCES
Arlene Martinez-Maes- 720-227-8438
Roslyne Trujillo- 720-627-9973
Barbara Garcia- 720-987-0729
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