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 SKILLS AND STRENGTHS

 

Manage building and equipment maintenance and repairs

Cost benefit analysis
Bi-Lingual (English/Spanish)

Strong organizational skills

Customer service


PROFESSIONAL EXPERIENCE 

Comcast Business 	Centennial, CO							January 2007 - November 2014 Facilities Coordinator II
· Manage all aspects of facility maintenance including HVAC, generator, electrical switch gear, and UPS.
· Develop and maintain relationships with contractors pertaining to facilities such as janitorial services, security, food and office moves. 
· Track all facilities associated expenditures, verify receipts and payments.
· Handled purchases and reconcile invoices of other departmental expenses through P-Card.
· Responsible for maintaining office equipment, furniture and supplies.


Comcast Cable  	Denver, CO							April 2004 - December 2006  Customer Account Executive
· Answered incoming calls for English and Spanish speaking customers looking to set up new cable services.
· Performed upgrades to customers looking to add more channels or Internet equipment to their account.
· Answered billing questions and explain to customers about pro-rate charges. 
· Assisted in technical support of customer's equipment.


Time Warner Cable        Englewood, CO 						March 1996 - November 2003
Facilities Coordinator

· Managed all aspects of facilities/mailroom operations to include HVAC and shipping and receiving. 
· Negotiated contract/maintenance agreements with vendors and contractors on copiers and printers. 
· Researched and implemented ways to cut costs and improve efficiency to the facilities/mailroom operations.



TMR West                      Aurora, CO 						             October 1994 - December 2005
Telemarketing Surveyor 

· Conducted survey interviews via outbound telephone calls gathering information and opinions throughout the US.
· Translated scripts from English to Spanish to do survey interviews with hispanic communities throughout the US.

High school diploma, some college 
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