Ana Lizet Herrada

3319 Arapahoe St. Denver CO 80205●720-266-3320
Herrada.lizet@yahoo.com

Professional Summary
Multiple Months of customer service experience along with office skills, including computer networking and all Microsoft Office applications. Friendly team player and outstanding collaborative communications and interpersonal Skills.

Technology Proficiencies
· PC Platform
· MS Windows Server
· All Versions of Microsoft Outlook ▪Word▪ Excel▪ PowerPoint ▪Research and navigation 
Work Experience 
 Burger King										11/09-2/10
Cashier
· Handling Money
· Customer Service
· Responsible for collecting and balancing daily sales
· Open/close the restaurant
· Maintaining  the restaurant clean 
· Filling in for other employees
· Friendly to the customers

Emily Griffith Technical College 		9/12-1/7
Receptionist
· Answering phones, transferring calls, return calls 
· Customer Service deal with hundreds of people 
· Filing database and records
· Answering any questions the customer may have 
· Entering data into computer 

Mercy Housing										3/11-3/27
Internship
· Answering Phones
· Background Checks using ADP
· FedEx
· Mailing
· Ordering Supplies
· Scanning


Work Experience 
 
Mercy Housing								9/16-Present
Data Entry Specialist 
· Entering data into Spreadsheets
· Adjusting numbers in the spreadsheet 
· Microsoft Word 
· Microsoft Excel 
· Answering phones 

Education 

Emily Griffith Technical College 
· Certificate for Professional Office Skills – Graduated 2013

 






