Christina Hoover

9650 Huron St.# 21
Thornton, CO.80260

720.237.4671
720.982.1469
Christinahoover95@gmail.com
CAREER OBJECTIVE:
Seeking a meaningful employment opportunity capitalizing on my strong attention to detail, exceptional eye and hand coordination, and keen ability to follow and implement procedures.

SUMMARY OF PERSONAL QUALIFICATIONS:

· Integrity

· Detail Orientated
· Team Leadership
· Proficient in MS Office Suite application

· Reliability
CLERICAL SKILLS
· Answered phones in office and call center environment
· Greeted clients as they came into the office

· Resolved problems in a timely manner
· Multi-tasked in a high level stress environment

· Data entry alpha and numeric by sight and touch

· Entered case log information on clients in the computer and paper files
· Processed referrals and assisted with the public daily

PRODUCTION/ASSEMBLY SKILLS:
· Supervised seven other employees to ensure work was completed 

· Programmed tea production machines to run product.

· Monitored manufacturing equipment to ensure proper operation

· Retrieved all materials as needed using pallet jacks

· Recorded quality control data on a hand written sheets

· Communicated well with supervisors and peers alike 

WORK EXPERIENCE:

· Department of Housing and Human Services, Longmont, CO
2009-2010

· Celestial Seasonings, Boulder, CO



2005-2007

· Microsoft Activations, Yakima, WA



2004-2005

· YMCA, Domestic Violence Shelter, Yakima, WA

2004-2005

EDUCATION/TRAINING:
High School Diploma, Longmont, Colorado



Medical Assistant Training, Front Range Community College, Longmont, CO
