
BREONNA HARRISON
3504 Locust Street		                                                      720-341-9377
Denver, CO  80207
brnnharrison@hotmail.com
CAREER OBJECTIVE

To find a permanent full time position with an established company where I can utilize my skills 
and have an opportunity for advancement and growth.
SUMMARY OF QUALIFICATIONS
· Computer Skills, Microsoft Word, Excel, Outlook, etc.
· Excellent verbal, written, communication and customer service skills
· Ability to learn quickly and problem solve 
· Cashiering, 10-key, type 78+ words per minute, data entry
· Resourceful, committed, team player and detail oriented
· Clerical duties, including, faxes, copy operator, scanning/indexing
· Cashiering, money transactions – debit card, credit card, cash, checks
EMPLOYMENT HISTORY
Colorado Housing and Financing Authority                                                          Present                                          
Denver, CO
File/Scanning Clerk
Supervisor, Miguel E. Ortega, 303-297-7478

· Scan and update all mortgage files using Kofax
· Compile necessary documentation to create new files using Onbase
· Create new files as  per company regulations, rules and guidelines
· Scan and index all documents as required 
· Ensure 100% accuracy on each completed file
· Complete and assist in all other office task as instructed
· Process and sort all in-coming mail and distribute to proper departments
 
Taco Johns Fast Food Restaurant                                                                                                     
Thornton, CO
Cashier/Customer Service

· Completed all transaction in a timely and efficient manner
· Trained new employees regarding company policies, etc.
· Established customer trust and respect
· Processed paperwork, refunds, etc., regarding customer issues and/or complaints
· Worked as a team to provide exemplary customer service 
· Helped with all other sales and customer care duties as needed
· Assisted Managers/Supervisors with new Marketing procedures store set-ups

EDUCATION

 Aurora Central High, Aurora, CO                                               General Studies
Computer Skills 
Excellent written, verbal and oral communication and customer service skills
Current job recommendations available upon request.

REFERENCES
Upon Request
