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Diana Campos
	Objective
	
	Bilingual, reliable, and dedicated college student seeking a front desk position in a friendly and supportive environment.  

	Professional Achievements
	
	Baceline’s 5 year Recognition for partnership & support with the arrupe jesuit high school corporate work-study program
Because of history, support, participation, and dedication to the CWSP program, I was selected to receive plaque at an awards luncheon.

	Skills
	
	Friendly, compassionate, caring person who loves to help others whenever possible.
Fast learner with a passion to gain knowledge at any given opportunity.
Patient, communicative, and enjoy collaborating with others
Have a knack for troubleshooting printers, phones, and online systems/portals.
Comfortable with Microsoft Office 365, Adobe Acrobat, and phone answering systems.

	Work History
	
	Front Desk Receptionist/Assistant to office manager, baceline Investments LLC, Denver
August 2013-Present
File, scan, and copy
Print documents and administer maintenance to the printers
Create shipments for documents via UPS, FedEx, or USPS portals
Distribute mail and packages
Keep organization throughout the office (cleaning and stocking supplies)
Office inventory, supply ordering and invoice verification 
Work with off-site staff on special projects
Answer the main phone line and direct calls to the appropriate department or person
Greet incoming visitors and set them up in the conference room for scheduled meetings
Schedule meetings on the company calendars
Resolve employee's basic IT questions 
Assistance with onboarding/offboarding of employees
Assist in training high school interns from the Arrupe Corporate Work-Study Program

	Education
	
	Metropolitan State University of Denver, Denver, Present
English Major taking courses to obtain a teaching certification.
Community College of Denver, Denver, 2016-2017
Completed courses with a 4.0 GPA before transferring to university.
Arrupe Jesuit High School, Denver, 2011-2015
Received Honor Roll each quarter and graduated as part of Class of 2015 with first honors.
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