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EDUCATION
Community College of Denver
Associates in Human Services
	                    Cell Phone (720) 364­8414

	GPA 3.28
	           Anticipated Spring 2016 


Chemical Operator Certification                                                    
June­2002
Front Range Community College
Chemical Operator Certification Course
GPA­3.5
EMPLOYMENT
Lifeloc Technologies                                                                                                                                                  
Sept 2014­Current
Inventory Control Associate
Responsible for all aspects of inventory control and material handling.  This is inclusive of efficient and accurate inventory transactions, cycle counting, overall inventory accuracy rate, inventory and non­inventory receiving, kit pulling, problem solving, and additional duties as assigned. In addition, I also assist other personal with support tasks as needed or assigned.
The State Of Colorado/AHEC             	 9/2010­09/2014 
Auraria Higher Education Center/ Facility Services                   
Administrative Assistant 
            
Collaborate with (teams/departments) to ensure a smooth work flow and efficient organization operation. Accountable for all operations of busy office, including (areas of responsibility).
Management support:
Ensure smooth operations by supporting team. Front desk support.
MDE International Inc.                 	11/2007­9/2010               
[bookmark: _GoBack]Issue Coordinator (contracted thru Kelly 11/07- 5/08)	 
Provided efficient customer service to clients. Oversaw inventory and office supply purchases. Prepared and distributed payroll for staff of 65. Verified and logged in deadlines for responding to daily inquires and outlined the appropriate process and procedures necessary to fulfill and complete inquires. Direct reports sent daily per customer request. Handled all shipping & receiving. Other duties included the loading and unloading trailers, vehicles with ballasts by hand and by forklift. Dispatched vehicles for Mercedes Benz & International Truck and Engine/Navistar for mileage accumulation tests.
EMPLOYMENT 
EchoStar LLC.         	 10/2006­11/2007                                     
Customer Service/CSR III                                                           
Handled a wide variety of situations and administrative tasks to resolve customer issues quickly & efficiently.  Worked as a member of the retention team in a Call center environment.                                                                
TIAA­ CREF                  	   09/2004­12/2005                             Customer Service Rep
I was responsible for a wide variety of situations and administrative tasks to resolve customer issues quickly & efficiently.  
Roche Pharmaceuticals	   					03/2003­09/2006
Chemical Plant Operator                                                            
Responsible for running equipment units or semiautomatic systems that processes chemical substances into industrial or consumer products, such as detergents, emulsifiers, salts, bleaching agents, acids, and synthetic resins: Dumped specified amounts of solid materials into heating vessels or blending tanks; and turns valves to feed liquid and gaseous materials through equipment units, or sets controls in specified sequence on control panel to start automatic feed. Turns valves or moves controls to maintain system at specified temperature, pressure, and vacuum levels. Observed chemical reactions; monitors gauges, signals, and recorders; and receives notification from control laboratory, supervisor, or other workers to make specified operating adjustments. Took samples of products for laboratory analysis. Maintains log of gauge readings and shift production. Performed chemical tests on product to ensure conformance with specifications, using standard test equipment, materials, and procedure.
COMPUTER SKILLS
â Microsoft Word, Excel, Power Point, Movie Maker, Web Quest, Internet Searches, Primary Source Research.
MEMBERSHIPS
Inaugural President CCD Urban Male Initiative                                      
4/2012­4­2013
