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John D. Golus
	Objective
	To secure a challenging position in a growing company where I can utilize my customer service and administrative experience, enhance the ability to resolve complex challenges, as well as to further excel in career growth opportunities to expand leadership duties. 

	Skills
	Strong written and verbal communication skills, 10-key data entry and typing skills, proficient in Microsoft Office software products; detail oriented, with excellent organizational skills;  self-motivated; supervisory, training, and team leadership qualities; problem  solving and exceptional planning skills; ability to work independently.

	Education
	2005-2006   Pharmacy Technician Training, Heritage  College,  Denver, CO                      


	Work experience
	03/09-08/13
The Castle Group
Denver, CO

Foreclosure Assistant/Document Control Processor

· Process, scan, copy, record, email, mail, and submit foreclosure documents. 

· Automate precise data entry submission of foreclosure documents.

· Update client websites using client based data networks.   

· Process and mail time sensitive legal docs via automated equipment.

· File, log, and deliver original documents to requesting departments. 
· Process UPS incoming and outgoing shipments. 

08/08-12/09
Pet Smart
Denver, CO

Customer Service Associate

· Assisted with customers pet care needs. 

· Daily cashier and account balancing duties. 
· Organized stocking and inventory of store supplies. 

· Store opening and closing procedures.

08/07-01/09
Museum of Nature & Science 
Denver, CO

Visitor Services Specialist

· Assisted with guest concerns and ticket sales.

· Daily cashier and account balancing duties. 

· Provided ushering, directions, and problem resolutions. 
· Assisted with the training of temporary employees. 

10/06-11/07
Safeway Pharmacy
Denver, CO

Pharmacy Technician

· Daily cashier and customer service assistance.

· Process and fill medication prescriptions. 

· Input of data entry and insurance code billing. 
· Assisted with over the counter medication and herbal remedies. 

04/03-07/05                         Pryor Johnson                       Greenwood Village, CO                
Administrative Assistant
· Copy high volume, in- house litigation projects.

· Filed confidential documents to State and Federal Courts. 

· Order, stock, inventory, and deliver office products and supplies

· Maintained copy machine servicing. 
09/88-08/08
Video One
Denver, CO

Customer Service Associate
· Daily cashier, customer and membership service assistance.

· Assist with store opening and closing procedures. 

· Edit and repair video tapes.   

	
	


