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OBJECTIVE
To obtain a position where I can apply my skills and hardworking ability in a professional work environment to meet company objectives and be of service to others 

SKILLS
· Bilingual. Fluent in writing, reading, speaking and translating both Spanish and English
· Proficient in Microsoft Office. Ability to create, up-date, and utilize Office programs with ease
· Strong Leadership skills. Delegates teams, manages multiple projects and keeps hard deadlines. Can keep employees in line while still being reasonable
· Strong math skills. Understand complex math problems, can see and correct mistakes
· Strong communication skills. Can read body language, comfortable with public speaking, Excellent customer service and communication skills for interacting with patients, staff, and the general public, explain treatment procedures
· Quick learner. Comprehends multifaceted tasks with capacity to following multi-step instructions correctly and efficiently
· Trustworthy and reliable. Upholds strong relationships in all aspects of life, there when needed
· Technology. Outstanding knowledge in using a computer, scanner, printer, telephone, fax and copier
· Patient care. Proficient in taking blood, and performing injections and immunizations of patients as required

EDUCATION
Pima Medical Institute-Denver Campus, Colorado 		3/2017-1/2018
Medical Assistant 
Computer Basics
CPR & First Aid
Business Writing
Office Management
Patient Care Techniques
Examination Techniques
Pharmacology
Medical Office Laboratory Procedures

WORK EXPERIENCE
Stocker, NAPA									             6/2017-7/2017
· Sort and stock car parts using a pallet jack
· Pull parts for the main counter when customers place personal orders
· Help part pullers do their jobs efficiently by opening boxes when stocking

Document Scanner, Schryver Medical						             1/2017-4/2017
· Scan documents onto computer
· Find patient’s file using PHI 
· Add scanned document to the correct patient file folder

Caregiver, Touching Hearts at Home							             6/2016-9/2016
· Companionship (Friendly conversation, play games take walks)
· Light Housekeeping 
· Memory Care
· Alzheimer’s Care and Dementia Care
Patient Transport, Crothall Health Care							3/2016-6/2016
· Transport patients from point A to point B
· Brighten up their day by being great company

Customer Service Representative (Inbound), HomeAdvisor				3/2016-4/2016
· Take inbound consumer service requests
· Verify the accuracy and validity of consumer service requests
· Participate in meetings and ongoing training sessions
· Provide the highest level of customer service to every caller

Project Manager, Electronic Payment Systems (Access-Now) 				8/2015-1/2016 
· Organize spreadsheets with Merchant Information 
· Built personal relationships with customers 
· Make development calls & ask for personal log in information (keeping this confidential, sharing with only those who need to know)
· Manage team of 5 on a daily basis and a total of 15 when needed



Sales, Empire Wireless 									12/2014-3/2016 
· Assist customers with questions or concerns regarding their phones or phone bills
· Sell cell-phones with ease. Up-sale with accessories or add-ons
· Train new employees, keep all employees up to date on promotions and deals 
· Ensure customer/employee satisfaction 
· Top Sales Employee for four consecutive months 

Crew Trainer, McDonald’s 									6/2011 to 4/2014 
· Trained and ensured employees were up to standards 
· Managed the evening shift
· Prepared employees schedules 
· Assured customers left with a smile 
· Employee of the month at McDonald’s for September 2012 

