Customer Service and Data Entry Professional
Estevez Dorris
5100 Leetsdale Dr. Apt 411
Denver, CO 80246
720-447-2872
edorris13@yahoo.com


SUMMARY OF PROFESSIONAL QUALIFICATIONS
· Traditionally trained in people skills including sensitivity training, conflict resolution, and customer satisfaction.
· Experienced cashier with the ability to verify real versus counterfeit bills, check processing, and credit card processing.
· Sales experience, including goal-oriented sales.
· Trained in loss prevention.
· Computer literate with the aptitude to learn programs and systems quickly.
· Experience with an industrial document scanner and indexing technology.
· Supervisory experience.

PROFESSIONAL EXPERIENCE

CONCIERGE
Hammer Smith 2012 – present
· Monitor security cameras
· Provide assistance to residents
· Perimeter checks 
· Provide secure access control
· Answer phones and take messages
· Data entry

DOCUMENT IMAGING SPECIALIST/CLERICAL WORKER
MSU Denver Office of Financial Aid 2007 -  2008
· Prep and scan documents
· Indexing documents 
· Log incoming documents
· Edit student files	
· Data Entry	
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THEATER USHER
Denver Performing Arts Complex 2005-2010
· Directed customers to their sections and seats
· Solved disputes among customers
· Supervised other ushers
· Enforced rules and regulations on customers and employees
· Ensured compliance with City of Denver’s rules of operation

GAME ASSOCIATE
Electronic Boutique 2006-2007
· Responsible for providing excellent customer service, including informing customers of deals and special offers
· Cash, check, and credit card sales processing
· Promoted company sale items in a goal-oriented environment
· Managed upkeep (housekeeping) and organization

SECURITY OFFICER
Six Flags Elich Gardens 2005-2007
· Performed security checks on in-coming customers
· Directed traffic through the Elich Gardens parking lot
· Patrolled the park
· Practiced crowd control
REFERENCES:
(Available upon request)
