Shannon Espinoza
8501 Alameda Ave. Denver, CO 80230                         espinozashannon@gmail.com                               303-332-9944

Professional Experience
Data Entry Clerk: Denver Art Museum                                                             May 2010-Sept.2013
· Prepare data for inputting into databases
· Input data in an accurate and efficient manner
· Update, document and preserve records 
· Enter and delete records from database

Data Entry Clerk: Denver Art Museum                                                                                 2008 
· Prepare data for inputting into databases
· Sorted information needed to be keyed in the database
· Compile and review data for inputting purposes
· [bookmark: _GoBack]Make receipts and proper documents for incoming and outgoing loans

Customer Service Representative: Translations Art Gallery                                           2008-2009
· Welcome visitors in a courteous and friendly manner.
· Answer telephones professionally and take accurate messages.
· Provide customers with accurate information in a timely manner.
· Scanned documents and processed various forms

Customer Service Representative: Merle Norman Cosmetics                                         2006-2008
· Welcome customers in a friendly manner while establishing their needs
· Provide excellent customer service on a daily basis
· Input customer data in database an accurate and efficient manner
· Process forms as directed
Education

Masters: Museum Studies University of Denver                                                               2006-2010

Bachelors: Art History University of Colorado at Boulder                                               2001-2005

Skills
· Excellent oral and written communication skills
· Working knowledge of excel, MS Word, Access and Powerpoint
· Ability to perform fast paced, high volume customer service in a professional and excellent manner
· Ability to adapt to 3rd party secure platforms to fulfill data requests and error resolution
· Ability to adapt to rapidly changing technology, business practices, and communicate the changes in an accurate and professional fashion
· Demonstrated ability to ensure complete and accurate data entries into system
