Jessica Flores
2610 11th St Rd Apt #4 Greeley Colorado 80634 (970) 301-9132



OBJECTIVE:  Over 10 years of responsible corporate experience as an Administrative Assistant with a proven record of accomplishment in the areas of accounting, customer relations, scheduling, staff supervision, and general office operations seeking a position that allows me to showcase my training and leadership skills.  
  PROFESSIONAL EXPERIENCE
· Operations Coordinator StarTek 2008 – 2011- CSRII 2011-Present
· CSR inbound and outbound calls Tec-support/ Customer Sevice
· Follow through on timely and accurate Business Reporting activities
· Plan and coordinate corporate luncheons and develop presentations for related on-site meetings
· Provided support to Executive Staff members
· Provided External and internal customer services 
· Created Communication, memos, correspondence for internal and external customers/employees
· Office Management including general office procedures and responsibilities 
· Data entry/Microsoft Office Software/10 key
· Ran and successfully contributed to employee and community Committees 
· Liaison between senior management, employees and client to ensure proper lines of communication	
  
· Staff Associate to the Director of Physical Plant and Services Aims Community College (Westaff)  2006-2008 
0. Accounting/budgeting/invoice tracking/requisitions 
0. Executive Support/external and internal customer services
0. Monitor capital budget and operational budget 
0. Communication, memos, correspondence
0. Office Management including general office procedures and responsibilities 
0. Data entry/Microsoft Office Software/10 key



EDUCATION

· Emily Griffith Trade School  1982
0. Clerical

1. Aims Community College  1999
0. GED

References available upon request
