[bookmark: _heading=h.gjdgxs]Julia Rosas
[image: ](303)356-5893  [image: ] 1juliarosas@gmail.com[image: ]Brighton, CO

Bilingual, impact-oriented professional valuing honesty and integrity. Experienced in a wide range of customer relations and administrative responsibilities, possessing excellent interpersonal and communication skills. Self-starter familiarized with community resources and support platforms. Attentive to detail, collaborative, quick learning individual who works efficiently in response to workload demands. 

PROFESSIONAL EXPERTISE
Microsoft Office 
Google Suites
Event Planning
Confidentiality
Ethical Conduct
Cash Handling
Bilateral
Data Entry
Phone Etiquette
Email Etiquette
Deescalation
Expense Report

PROFESSIONAL EXPERIENCE
[bookmark: _heading=h.30j0zll]Maiz LLC | Customer Care Representative | Denver, CO
[bookmark: _heading=h.1fob9te]MARCH 2021 - PRESENT
· [bookmark: _heading=h.3znysh7]Process credit card/cash transactions, balance register
· [bookmark: _heading=h.2et92p0]Complete daily inventory count, process customer transactions, and complete expense reports
· [bookmark: _heading=h.tyjcwt]Clean and sanitize kitchen/cooking areas
· [bookmark: _heading=h.3dy6vkm]Prepare, cook, and serve customer food orders

[bookmark: _heading=h.1t3h5sf]Boulder County Public Health Center & Leanin Tree | Customer Care Representative/Data Entry | Boulder, CO
[bookmark: _heading=h.4d34og8]DECEMBER 2020 - NOVEMBER 2021
· Completed inbound/outbound calls providing public information regarding COVID vaccine
· Completed administrative tasks such as, data entry, appointment setting, call documentation, database updates
· Customer solution services; de escalation, strategic problem solving 
· Acted as a liaison between clinics and patients

[bookmark: _heading=h.2s8eyo1]ComputerShare | Administrative Assistant/Data Entry Specialist | Westminster, CO
[bookmark: _heading=h.17dp8vu]MAY 2020 - NOVEMBER 2020
· Completed inbound/outbound calls; call forwarding, solution services, and data entry/ship tracing tasks
· Documented expense reports and processed incoming/outgoing payment transactions; such as credit cards, checks, money orders, and cash payments.
· Received/delivered mail within offices, completed mail-runs to and from the post office. 
· Customer service, email, phone, and in-person solution services.

LEARNING EXPERIENCE
[bookmark: _heading=h.3rdcrjn]Everest College | Medical Administrative Assistant
[bookmark: _heading=h.26in1rg]JULY 2008 - FEBRUARY 2009,  Thornton, CO
[bookmark: _heading=h.lnxbz9]Red Rocks Community College | GED
MAY 2008, Colorado Springs, CO


REFERENCES AVAILABLE UPON REQUEST
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