 Juanita L Federico

3771 High St


Denver CO  80205


720-496-9909

juanitafederico@yahoo.com

Objective

Seeking an office position where I can use my administrative, customer service, and computer skills in a busy office environment to enhance customer retention and improve productivity.
Skills

	Administrative
	Organizational Skills
	Analytical 

	MS Office
	10-key
	Problem Solving 

	Typing – 40wpm
	Customer Service 
	Team Player


Work Experience 
Administrative
· Provided clerical support to three Directors related to ordering supplies, handling payment of invoices, compiling Human Resources requisitions, maintaining office calendars with outlook, preparing memos and other office documents so that the managers and Directors could manage their projects without worry 

· Managed daily, weekly, and monthly reports to keep sufficient records of all work orders 
· Maintained daily upkeep of all office machines in a large office to ensure smooth efficiency of office procedures 
Customer Service 

· Handled incoming collection calls to resolve payment issues.
· Assisted customers in setting up a payment schedule to keep their phone service active
· Received calls in a busy call center from postal customers regarding questions on mailing letters and packages; answered all inquiries and complaints
Work History

Incoming Collection Calls


T-Mobile, USA

2007-2011

Incoming Customer Service Calls

Convergys


2006-2007

Denver Motor Vehicle


DMV



2005-2006

Administrative Assistant


Qwest



1997-2005

Education

University of Northern Colorado — Completed two semesters of general and business courses





                        Greeley CO
High School Diploma 

John F Kennedy

             Denver CO
