Coriena Contreras

2727 Nelson Rd. #C202 Longmont, Co, 80503

(720)365-5621

Skills:

Computer skills: Microsoft Office 2003 Products including Excel, Power Point, Word, Publisher; Adobe Photoshop

Child care skills: Diapering, Feeding, Developmental Activities, Teen Parenting volunteer

Experience
 IBM - Current                                                                          

*C.A 

*Tape pool

*Computers 

*Phones 

*Customer Care 

*Loading Libraries 

*Log Notes 

* Entering media

*Cleaning up Suits 

*Shipping and Receiving 

*Scanning Bar Codes 

Talx                                                                                 
* Did the appeal and hearings paper work for unemployment people

*scanning

*Mailing 

*A lot of paper work 

*Answer phones 

*Computers

Sandwich Artist, Subway Restaurant                                              

*Prepared custom sandwiches for customers

*Handled cash transactions

*Stocked shelves with product

*Washed dishes and cleaned restaurant

*Answered customer phone calls

Marketing Intern at Sunrise Medical, Workforce Boulder         

*Completed computer data entry

*Created Power Point marketing presentations

*Maintained Excel spreadsheets, checking for accuracy

*Updated company Facebook account in order to market to consumers

*Filed paperwork and answered customer calls

*Prepared marketing materials and folders for out of town presentations

Hostess/Bussing, Las Palmeras Restaurant                              

*Greeted guests and seated them at tables

*Provided chips and salsa

*Took drink orders and served beverages

*Maintained clean restaurant

Cashier, McDonald’s                                                       
*Handled cash transactions

*Received orders from customers

*provided excellent customer service

*Maintained clean restaurant

Housekeeper, Tiara Reyes                                                              

*Cleaned rental units in preparation for new tenants

*Completed detailed records on cleaning activities

Education:

       GED, now taking online classes at Front Range 

        Marketing Class, Career Development Center

