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	Karolynn vallejo
500 Laporte Ave, #205 Fort Collins, CO 80525  |  kayvalle09@gmail.com  |  (479) 899-5246

	Objective
	A detail oriented, self starter with strong customer service skills and a high standard of ethics seeking successful, long term employment with room to grow.
 

	Skills & Abilities
	I am highly motivated with over 10 years of experience in data entry, sales, customer service, client retention, and following skills:
· Knowledgeable in Microsoft Word, PowerPoint, and Excel 
· Fluent in Spanish
· Arkansas Notary Public, 4 years.
*Records Maintenance
*Fraud Prevention
*Public Evaluation

	Experience
	JUN. 2008 – mAY 2017        J and S Income tax SERVICES, INC, rOGERS AR 
6/2011 - 12/2012                  Receptionist
1/2013 - 05/2017                  Tax Preparer, Notary Public

Client Relations
*Acted as primary contact for clients, responding to high volume of calls, scheduling, and handling of highly confidential financial information for client.
*Maintained and cultivated clientele list from scratch to 375 tax clients per tax season. 
*Accomplished notary public with a track record of fully evaluating signers’ signatures and ensuring authenticity of documents through thorough assessment.
*Demonstrated success in preventing fraud and theft within public matter by thoroughly and methodically endorsing legal paperwork.
Sales
*Generated over $30,000 in revenue per 3 month tax season with average cost per client at $85.00.  Yearly growth at a minimum of 15 percent.
Oct. 2013 – Dec. 2016         Northwest Arkansas C.C., bENTONVILLE, AR 
Financial Aid office, Work-study program: Instructed and guided students in completing confidential financial assistance documents as well as necessary requirements for payments, course registration, orientation etc. 
Jun. 2014 – Oct. 2016          WALMART ARKANSAS MUSIC PAVILLION, Rogers AR 
Seasonal: Front of House: Ticket scanner, greeter, and usher
Aug. 2011 – Dec. 2011           STAPLES, ROGERS AR 
Seasonal: Sales Associate
Aug. 2007 – Feb. 2009           BED, BATH, & BEYOND, ROGERS AR
Sales Associate
                                                                

	Education
	Northwest arkansas community college, Bentonville, ar
associates of science
Graduated May 2017 with a fine arts and liberal science major with a GPA of 3.14
UNIVERSITY OF PHOENIX, ROGERS, AR
uNDERGRADUATE, STUDIED BUSSINESS DEGREE PLAN
August 2010 – January 2011
ROGERS HIGH SCHOOL, ROGERS, AR
High School Diploma
Graduated May 2008


	References
	vALERIE WILCOXSON 
office manager
j and s income tax services, inc
js.taxes@yahoo.com (479) 770-3444
virgina meek, 
fINANCIAL AID ADVISOR
Northwest arkansas community college
gmeek@nwacc.edu (479) 270-0910

STEPHANIE Simpson, 
WALMART AMP CLIENT SERV. MNGR.
Stephanie.simpson@walmartamp.org (479) 571-2758

KAREM PIEDRA JIMENEZ, 
SALES FLOOR LEADER
BED, BATH AND BEYOND
Kpiedrajimenez1990@gmail.com (479) 531 4118
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