			              PUNAM GURUNG
1657 Parkside Circle 						             Home Phone: 720-287-3781
Lafayette, Colorado 80026        punam.gurung@colorado.edu              Cell Phone: 720-240-6126
I am a responsible, well-educated and sustained person who likes to deliver high standards of qualities in all aspects of work.
[bookmark: _GoBack]Objective:  Seeking a position in a call center where I can share my experience and knowledge of working with diverse group of  population.
SUMMARY OF QUALIFICATIONS:
· Dedicated and focused individual who can prioritize multiple work tasks and still maintain focus to maintain excellent customer service.
· Outstanding ability to understand, communicate and follow instructions with strong problem-solving skills.
· Cooperative, optimistic and hardworking person. 
· Expert at recommending proper resources to the customers.
· Expert at using internet resource to extract out the information.
· Expert at Microsoft application, Unifax, multi-phone lines.
· Fluent at Foreign Languages: Nepali, Hindi and Japanese
WORK EXPERIENCE:
July 2007-Present: Customer Service Representative                                  Lafayette, CO
Circle K
Responsibilities:
· Maintained a consistently positive attitude and enjoyed helping people with their needs.
· Handled the cash register.
· Balanced the total transaction at the end of the day.
· Audited/inventoried products in the store and made entries to computer files.
· Handled the temperament of customers and managed their problems quickly.
August 2009-August 2011: Student Assistant Circulation Department 		Boulder, CO
Norlin Library: University of Colorado Boulder 
Responsibilities: 
· Assisted patrons at the front desk and on the phone with their needs.
· Shelved books according to the Library of Congress system and update the bibliographic records of the books in the computer software program.
· Assisted the supervisor in the prospector system to request and lend materials.
· Assisted and instructed patrons in the use of Library computer software programs.
· Referred the patrons to the appropriate resources.
· Provided photocopy of preferred journals and other items on the request of the patrons.



Teaching Experience:
August 2009- May 2010: Instructor Assistant				             Boulder, CO
Student Academic Success Center: University of Colorado Boulder
· Tutored and tried to understand diverse students.
· Facilitated students with math problems and reminded them to attend class regularly.
· Taught algebra and trigonometry.
· Created a fun, interesting learning environment for class and group discussion.
· Helped to keep students focused on the material.
· Created different ways of solving math problems.
· Teamwork with other students and staff of diverse backgrounds.
Internship:
January 2012-May 2012: Circles Coordinator                                                        Boulder, CO
Boulder County Community Service Department
· Assist in creating marketing tools to enhance community outreach (business, faith, non-profit and media), e.g., videos, photo galleries, press releases, Power-Point presentation.
· Attend specifically assigned monthly team meetings (Income and Education, Big View and Recruitment teams).
· Assist in program planning and delivery of presentations for recruitment research and develop new partnerships for the Circles Campaign.
· Recruit, manage, and support Community Volunteers (Allies) and volunteers through monthly check-in emails or phone calls.
· Research poverty-related phenomena; create community-education materials.
Education:
University of Colorado at Boulder			
Bachelor of Arts and Sciences			          Date of Graduation: May, 2012
 Major: International Affairs with emphasis on South Asia and Pre-medicine






Activities:
August 2011-May 2012:  Student Advisory Board			
· Ensure that the students are getting the school resources they are supposed to get
· Attend meetings and introduce new ideas and sources to improve the student board
· Connect the Student Academic Advisory Board with other university organizations 
· Help to organize workshops for incoming students 
August 2009-December 2010: Grow Coordinator, CU Glob Med				
· Helped students/staff to prepare for trip to Nepal
· Talked about health-care disparities and new methods of improving it
· Discussed new methods of solving problems with women in Nepal
January 2008-January 2010:Pre-Health, Student Academic Services Center		
· Volunteered in nursing home to gain better understanding of residents' lives
· Brought new sources to the discussion to improve health disparities within the US and the 
Globe






	




