	Sabrina Cryer
	      17805 E. Kepner Drive

        Aurora, CO. 80017
      (303) 751-5713 (home)

sacryer@gmail.com

	SUMMARY


A polite, respectful and diligent person offering over16 years of office support experience. Specializes in providing excellent customer service with a willingness to do what it takes to get the job done.  

	HIGHLIGHTS OF QUALIFICATIONS


· Experienced handling high volume of calls using multi-line phone system 
· Politely screens and directs calls and visitors
· Ability to handle confidential information
· Accurate and detail-oriented
· Proficient keyboard and data entry skills
· Professional and personable
	PROFESSIONAL EXPERIENCE


FOCUS HOME CARE
           
                              February 2013 to April 2013

Receptionist

Provided receptionist and clerical support for a home care agency with a cheerful, helpful and professional attitude.  Answered phones, typed letters, made copies, did filing and assisted in advertising this company while preforming other receptionist and clerical duties.  

BAYAUD INDUSTRIES, DENVER, CO
           
        August 2011 to October 2011
Imaging and Information Clerk
Document preparation and document scanning. 
ARC THRIFT STORES, DENVER, CO
                                    May 2010 to June 2011
Telephone Scheduler

ARC Thrift Stores is a nationally recognized non profit agency with the mission of helping developmentally disabled people.  The Telephone Scheduler is responsible for representing the organization in a professional manner while scheduling donation pickups for household items and clothing.  Achieved scheduling up to 60 pickups per 4 hour shift.  Results-oriented and friendly. 

BAYAUD INDUSTRIES, DENVER, CO

                      July 1990 to October 2006
Receptionist/Clerical Assistant

Provided receptionist and clerical support for the H.R. and Legal Departments of the EPA. Performed receptionist duties, typed letters, scheduled conference rooms, sent faxes, made copies and used book binding and folding machines for special projects.  Supported the EPA in their mission of protecting health and the environment in a cheerful and positive manner. 

	EDUCATION


American School







Lansing, IL

Community College of Denver 





Denver, CO
