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Professional Summary

                   Well qualified individual to obtain Administrative secretarial position, clerical and computer skills. 

Core Qualifications


                   Excel in client relations                       Microsoft Office
                   Verbal communication                        Microsoft Windows
                   Quick learner                                      Filing/editing
                 Computer proficient                            Strong Telephone skills
                   Extremely organized                          Office procedures
                            					                							
								 
Experience

[bookmark: _GoBack]Angies Restaurant                                                                                                    May 2012 to November 2012 
Server
Castle Rock, CO

Provide customer service relations and product knowledge. I am the cashier for all my clientele. 


Jones International University                                                                               April 2010 to October 2011

Admissions Counselor

Centennial, CO


I established a degree plan with students. I worked directly with departments, and management to prepare students. Updated daily reports on all administrative documents such as financial aid, and transfer of credits. Identified issues students may be having and assisted in solving and providing solutions.

 
West Wood College                                                                                                      May 2009 to April 2010
Admissions Department
                Colorado Springs, CO


I Assisted students with all questions pertaining to their career focus, financial aid, and books. Continue   correspondence while students are attending.

[bookmark: __DdeLink__59_1503567733]Education

Douglas County High school                                                                                       May 2004
General studies
High School Diploma
Castle Rock CO, United States
Graduated with a 3.4 GPA

                  Arapahoe Community College                                                                                     January 2012 to Current
                  Business 3.3 GPA
                  Castle Rock CO, United States
                  Relevant coursework: Fundamentals of Communication, Business percepts 15 credits 




	
                                                                        





