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Warehouse Position
	Profile

	
	Detail oriented professional offering strong analytical and problem solving skills along with the ability to make well thought out decisions. Excellent written and verbal communication skills. Highly trustworthy and reliable worker, who readily adapts to change, works independently and exceeds expectations. Resourceful in the completion of projects and effective at multi-tasking.

	Education

	
	East High School— Denver, CO

	
	Attended: 2006-2010
HS Diploma


	
	

	Key Skills

	 
	 Skills:
	Strong Organization
Great Communicator
Detail Oriented
Reliable

	Flexible Schedule
Quick Learner
Calendaring
Data Entry

	Phone Etiquette
Customer Service
Courteous Demeanor


	
	Computer Skills:
	MS Word
MS Excel
MS PowerPoint
	MS Outlook
80 wpm
	MS Publisher
Windows

	Experience

	
	Hope Communities — Denver, CO
	Tutor / Site Coordinator, 2007 to 2010

	
	Worked with students and parents to improve tutees reading and writing scores while helping them with their homework. Made and facilitated lesson plans and activities during summer program. This position requires great people and computer skills.

	
	Was nominated for tutor of the month three times
Received a scholarship for college
Entrusted to manage program in the supervisor’s absence. 


Senator Mike Johnston — Denver, CO	       Student Intern, 2009 to 2009
Assisted the senator’s campaign manager along with several other interns in the opening of Senator Mike Johnston’s new office/ community center. Decorated and remodeled office for grand opening.  Scheduled appointments and did ingoing and outgoing calls
Nominated to be community outreach team leader
Attended community events to represent the senator
Organized and created advertisement of office grand opening


Moye White — Denver, CO	                               Student Intern, 2010 to 2010
Was the assistant to the library/event coordinator at Moye White law firm. Assisted with library and file inventory and organization, data entry and clerical entries, secretarial duties and event coordination.
Received pay promotion after one month
Completed all assigned tasks in timely and effective manner
Helped implement new filing system	


Yellow Cab — Denver, CO	                             Customer Service , 2011 to 2012
Customer service representative at yellow cab’s call center. Answering inbound phone calls to assist customers with getting a cab. Data entry, phone etiquette, compassion, and problem solving
Ability to navigate to different windows easily
Great customer service and courteous demeanor
Typing 80 wpm
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