




       Cindy Haberman






       9609 Sun Meadow St






Highlands Ranch, Colorado 80129






Email: ctahab9609@hotmail.com





Mobile: 720-539-5640

OBJECTIVE

Seeking an employment opportunity in either a part-time or full-time capacity. Professional areas of interest include: clerical, data entry, file clerk, and general office administration.

PERSONAL ATTRIBUTES

Highly self-motivated



Excellent communication and interpersonal skills

Extremely responsible and reliable


Strong administrative and organizational abilities

Professional demeanor



Exceptional attention to detail

PREVIOUS WORK EXPERIENCE

Douglas County School, Highlands Ranch, CO





2013-Present

Subs

Michaels Crafts, Highlands Ranch, CO





2011-2012

Early Am Replenishment/Stocker

Target, Highlands Ranch, CO






2009-2010

Logistic/Distribution/Stocker

Cindys Day Spa, Highlands Ranch, CO





2006-2006

Owner, Paramedical Esthetician Skin care


Colorado School of Paramedical Esthetics, Lakewood, CO



2005-2006

(Sub-Contractor Cindys Day Spa) 

Paramedical Esthetian Instructor

· Recruited and taught students to pass state board Esthetican exam

· Special Teacher Award in 2006

· Outstanding Student in 2004

· Top Sales Record in 2004

· Outstanding Ambassador of Skin Care Industry in 2004

Stay at home Mom after birth of my two children




1996-2005

Colorado Prevention Center, Denver, CO





1995-1996

File Clerk and Data Entry

· Performed daily data entry of patient medical information into 

database and filed patient records. 

United States Geological Survey, Lakewood, CO




1993-1995

(Stay In School Program) Cartographer and Office Clerk

· Daily design and construction of projections, drafting

and  reproductions of maps, data entry of time and attendance

 data, and other payroll related records.

· Received Recognition Awards for accomplishments and performance.

Bureau of Reclamations, Lakewood, CO





1992-1993

(Stay In School Program) Office Clerk

Daily setting up prepare for the meetings, daily data entry time and attendance data,

fax mile, scanner, Power Point, Word Processing, Excel and File Clerk.

(Transferred Job to United State Geological Survey Department)

· On the Spot Cash Award

EDUCATION

Colorado School of Paramedical Esthetics- Basic Esthetic Certificate (600 hrs)

Red Rocks Community College- AAS Degree in Computer Information Systems

Calvary Christian Academy- High School Diploma

