Thalia Guerrero
Federal Heights, CO 80260
720-229-7620
Infinitewealthforme@yahoo.com preference contact

Seeking a position,where there is a need for a variety of tasks including: organizational abilities, attention to detail, problem solving,,working to meet goal , enabling me to make a positive contribution to the business and  team.


Glory Homes Real Estate    January 2012 – Currently part time only as needed
Office Clerk – Handling multiple incoming telephone lines directing or transferring In charge of light clerical office duties. Making copies sending faxes, data entry answering phones. Prepare invoices light a/p and a/r duties, doc scanning memos, letters, financial statements and other documents and I examine documents for completeness

Rancho Liborio  October 2010 - November 2011  
Customer Service Desk  Clerk  part time 
Receive mortgage, loan, or public utility bill payments, verifying payment dates and amounts due. Examine checks for endorsements and to verify other information such as dates, bank names, identification of the persons receiving payments and the legality of the documents. Cash checks and pay out money after verifying that signatures are correct, that written and numerical amounts agree, and that accounts have sufficient funds. Identify transaction mistakes when debits and credits do not balance.

Rolinc Staffing   October 2009- September 2010
FRONT OFFICE COORDINATOR
[bookmark: _GoBack]I answer large amount of phone calls all day on 8 incoming lines. Front office desk, reviewing applicants information I handled all new hires, checking background and references, interviewing, hiring and at times terminating, keeping accurate personnel files, new hire orientations, I examine documents for completeness, verifying employment eligibility implementing the electronic E-verify system, Audit and approve I-9’s through our electronic system for all new hires.I forward all  incoming email faxes in the main office box to the correct employees email, opening and sorting all incoming mail, I confirm and email all time worked from employees to accounting dept weekly. I manage all file cabinets of records, and other office clerical duties. I create letters to individuals and forward, I print reports for both the  Client Company Managers & home Office Managers, during the after noon I update accounts using  “Accurint” a web program which gives private info on an individual, I also assist in managing the accounts payable process, including but not limited to entering invoices to be paid, sending for approval, sorting, and sending to the Accounting Department. 

Western Union Financial Services BILINGUAL CUSTOMER SERVICE TELLER
May 2004- August 2009 
Processing large cash money wire transactions internationally. Inform customers about foreign currency regulations, and compute transaction fees for currency exchanges. Receive mortgage, loan, or public utility bill payments, verifying payment dates and amounts due. Examine checks for endorsements and to verify other information such as dates, bank names, identification of the persons receiving payments and the legality of the documents. Cash checks and pay out money after verifying that signatures are correct, that written and numerical amounts agree, and that accounts have sufficient funds. Identify transaction mistakes when debits and credits do not balance. Perform clerical tasks such as typing, filing, and microfilm photography, enter customers' transactions into computers in order to record transactions and issue computer-generated receipts for office record keeping.

Education: 
Red Rocks Community College 
Associates Applied Science Degree 
Business Technology Administrative Professional 
June 2011 Ongoing Online Courses
