Jessica  Espinoza-Perez

jmp.sweet162229@gmail.com

720-298-6675
Educational Information: 

Arrupe Jesuit High School 


                                           Class of 2009

Denver, Colorado                                                                                             GPA: 3.41

Saint Louis University





Fall 2009 - Spring 2010
St. Louis, Missouri

Metropolitan State College of Denver



Spring 2011 (January – May)

Denver, Colorado

Employment History: 

Corporate Work-Study Program:  Arrupe Jesuit High School combines quality educational opportunities with a unique Corporate Work-Study Program of direct, on-the-job training for its students.  I am required to work five days per month during the school year earning 70% of my high school tuition. 

Rothgerber Johnson & Lyons




August 2008 – June 2009
· Updating Contact Lists
· Marketing

· Working with Excel Spreadsheet

St. Anthony’s Hospital Central                                          
           August 2007 – June 2008
(Radiology)

· Assisted with filing 
· Receptionist
· Worked on Pacs Cube making discs
· Helped with the Mail
· Worked with Meditech
Village Homes                              



           August 2005 - June 2007
(Design Center) 
· Filed
· Put together brochures and packets 
· Worked on Excel spreadsheets
· Put together specs(displays for houses)
(Purchasing and Signature Management)

· Stuffed and Sealed letters

· Made phone calls to major companies

· Assisted with filing

· Scanned and copied papers

· Shredded documents

ADDITIONAL JOBS OUTSIDE OF CWSP:

Cherry Creek Strategic Advisors




 January 8, 2013 – September 12, 2013
· Debt Collections
· Answer Multiple Phone Lines
Barry K. Arrington Law Office




 November 1st, 2011 – December 10, 2012
· Debt Collections

· Answer multiple phone lines

· Skip Tracing tools/internet searching

· Became Office manager in August 2012
Metro Brokers Belmar





 August 30th 2011 – October 31st 2011
· Personal Assistant

· Research, Create presentations, etc
Monarch Montessori 





 May 17, 2010 – November 2010
· Receptionist

· Greet Families

· Answer phones

· Watch front desk & check people in
· Teachers Assistant

· Assist with children and duties in and outside the classroom

Caritas Felices Bilingual Daycare    



 January 2010 – May 1, 2010

· Watch & take care of the children

· Do activities with them

· Take them outside to play

· Give them snack

· Put them to sleep during nap time

Cutco
 







  June 2009 – July 2009

· Sales
· Working with & greeting customers/clients
Metro Brokers Belmar





  June 2008 – August 2008

· Secretary

· Faxed

· Assisted with Mail

· Made Agent Brochures using Art Explosion Publisher

· Entered data on Excel Spreadsheet

Denver Police Department

                            
 
  Summers of 2006, 2007 & 2008

(Human resources)

· Filed

· Receptionist

· Entered Police data

· Assisted with the mail

· Worked with excel Spreadsheet
Leadership  - Extra Curricular & Volunteer Activities:

Volunteer Work                                                    


August 2005 – Present

· Swansea Elementary: Tutored and spent time with children in the after school program.
· Argyle Senior Center: Spent time with the elderly for a couple hours after school.
· AFVP informational promotion: Helped at a fundraising carnival.
· Made blankets for Children’s Hospital

· American Heart Association: Had a fundraising car wash and donated the money.
· Habitat for Humanity: Helped build houses for local, poor families
· Discovering Options: Mentored a young girl once a week
· Las Cabanas Mexican Restaurant; waitressing on the holiday
Languages
· Can speak, read and write Spanish

References

1. Steve Hollermeier
Hollermeier Realty

303-975-0000

2. Laura Garcia
Debt Collector

720-238-1192

3. Denise Cochran
Metro brokers

720-351-5060

4. Barry Arrington
Attorney

303-205-7870
