
Melissa Huffman
6332 Zang Court unit D
[bookmark: _GoBack]					Arvada, Colorado 80004
(720)775-5054
Melissa.huffman1@yahoo.com

OBJECTIVE:

To obtain a secure and challenging position that will utilize my knowledge and experience, expand my potential, and offer opportunities for personal growth.

		
EDUCATION:

Concorde Career College					                                             Graduated December 2008
Medical Assistant Diploma Program
 -Directors Honor Roll
 -GPA of 3.9

Skills:

 -Forklift Certified
 -CPR Certified
 -First Aid Certified

Experience:

Frito Lay
November 2011 – September 2013
Packer / Production GU / Scheduling Coordinator
Duties include: code date verification, peal n seals, relief, housekeeping, Allen scrapes, tumbler RPM’s, weight of 10, salt and seasoning test, oil catch test, thayer calibrations, wet and dry change overs, PSM’s, controlling seasoning to AIM, powerwalks, crewing, scheduling, inventory, track call-outs/vacation, weaklinks, checkout, PPT, oil/moisture test, auditmatic system, hold-isolations, sign-out control, schedule attainment, overruns, packaging wall, quality wall, filing, data entry, site security and other various duties.

Terri's Cleaning Service					                                             2005 - October 2011
Administrative Assistant
Duties include: answering 16+ multi-line phones, Microsoft Office, Word, Excel, Power Point, inventory, scheduling appointments, data entry, A/P and A/R, customer service, inbound and outbound mail, e-mail responses and verifications, data entry, filing and general office duties.

9 News Health Fair                                                                                 April 2008
Volunteer
Duties include: Assisted patients who attended with various questions and medical needs.

Payless Promotions                                                                               2002- 2007
Secretary
Duties include: answering multi-line phones, processing orders, sending e-mail confirmations, customer service, data entry, credit card transactions, filing and general office duties.

References:

Raphael Nieves
Previous Supervisor
720-234-1851

Ashley Dorrell
Previous Co-worker
720-612-2174

Monika Lane
Previous Co-worker
720-982-9909

