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Work Experience 
 
Harbor Freight Tools	       Senior Sales Associate	   April 2018  - Present 
 
· Helped customers locate products and answered questions 
· Trained in both sales and logistics in store 
· Lifted 50+lbs frequently 
· Worked with a team to unload an inventory truck quickly and efficiently 
· Covered cash registers and handled day-to-day money 
 
Swedish Medical Center         Laundry Service Technician        February 2018 - May 2018 
 
· Kept storage area and carts well-stocked and clean 
· Sorted, counted, and marked clean linens and stored them in their proper location 
· Navigated and delivered laundry to different wings of the hospital promptly ● Assured that incoming inventory was correct and counted properly 
 
Good Sam	                  Customer Service Representative    January 2017 - December 2017 
 
· First contact for potential insurance sales 
· Provided information about company services and prices 
· Managed clients’ accounts and took on orders 
· Recorded client interactions such as transactions, complaints, and stated what actions were taken after 
· Directed complaints and unresolved issues to correct departments for further investigation 
· Upsold new products and services  
 
Fish Window Cleaning	     Administrative Assistant                   May 2016 - July 2016 
 
· Answered incoming calls and answered questions about the company and services 
· Filed scheduling records, invoices, and other documents for the company 
· Managed client accounts and kept them informed 
 
· Scheduled appointments between clients and cleaners  
· Quoted potential clients on services we provided 
· Prepped agreements for new clients 
· Collected debts after 60 days from clients who did not pay 
· Entered employee payroll information including their commission and hours worked 
· Contacted on-site cleaners to confirm the quotes provided or if there were any concerns with liability on-site 
· Diffused angry clients and directed them to the correct department for further investigation 
 
	Arapahoe County 
	          Office Assistant 
	    November 2011 -	 

	Republican Headquarters
	 
	       January 2015 


 
· Handled sensitive information for voter registration and entered it into the Arapahoe voter registration database 
· Handled cash for donations and event planning 
· Assisted with event set-ups which included making social media posts, creating signs, and updated website 
· Direct assistant to the county chair 
· Took orders for the county chair and office manager for lunches 
· Scheduled reminders for the county chair and office manager  
· Made copies of reports and volunteer lists 
· Filed copies in specific orders that made them easily accessible 
 
Education 
Arapahoe Community College 	                               August 2015 - May 2017 
Psychology 
Statistics 
Heritage High School	 	       August 2011 - May 2015 
High School Diploma 
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