MARIE L. CRAYTON
3080 DEXTER ST. DENVER, CO 80207
PHONE: 720-317-7011 ~ EMAIL: CRAYTON.MARIE@GMAIL.COM
	
Objective: 
To successfully obtain a entry level position, in an efficient and highly productive company, where I can exercise my skills with expertise.

Education:
Community College Of Denver 			Denver, CO			January 2013 – Present
Health Information Specialist

Manual High School		                        	Denver, Co			May 14, 2003
Diploma

Industry Skills, and Software Experience:
Microsoft Office Suite, (Word, Excel, PowerPoint, Project) 34 wpm typing, 10 Key efficient, knowledgeable in the field of database management, and entry. Excellent customer service skills in retention and sales. 

Industry Related Experience:

Sisters of Charity of Leavenworth Health Systems
Accounts Payable Clerk						December 2012 – December 2012
	•	Processing and entry of non-purchase order invoices.
	•	Distribute incoming mail.
	•	Process employee expense reports

Presbyterian St. Luke’s Medical Center
Lead Food Service Worker						April 2011 – November 2012
	•	Assist with day to day food scheduling services for hospital patients.
	•	Take direct food and beverage orders from hospital personnel.
	•	Coordinate with facility Dietitian to implement daily diet regimen for special patients.
	•	Coordinate food delivery orders to special and intensive care patients.

	
OAO Technology Solutions						April 2007 – April 2008
Computer Technician 	
	•	Printed and delivered part-labels to parts specialist.
	•	Closed out route number for dealership delivery.
	•	Maintained all shipment department orders placed by statewide dealers, as well as file invoices.
	•	Assisted with customer resolutions, and inquiries in regards to parts.

	
Rainbow Apparel
Junior Assistant Manager / Sales Associate				October 2003 – September 2010
		•	Greeted Customers and determined their specific needs by following up and generating business by encouraging customer to return.
		•	Shipping and receiving freight acknowledgement for the whole store.
		•	Calculate and deliver daily deposits for AP department.
		•	Calculate year loss prevention , and yearly stock reports for the district manager.
		•	Responsible for opening and closing store.

