Dhana Khatiwoda
1032 Dayton Street, Apt 11 Aurora, CO 80010
Mobile: (720) 327-3996 ■  HYPERLINK "mailto:"  me_dp15@yahoo.com
EXPERIENCE

Conoco Gasoline: 
 Lead Customer Service Representative                                                                       April 2009 – Present 

· Team Leader responsible for inventory tracking, cash transactions, maintaining cleanliness of store, stocking goods and helping customers
Damak Adarsha English Boarding School:                                                                          

 English Teacher                                                                                                February 2004 – January 2008
· Responsibilities include multi-level lesson planning, progress assessments, parent/teacher conferencing, maintaining classroom cleanliness, extracurricular activity coordination
RSN Manufacturing:




                            
 Warehouse Associate                                                                                           June 2001 – September 2003
· Responsible for order placement, packaging, inventory management maintaining cleanliness whilst working within a team
RSN Manufacturing:




                            
 Sales Associate                                                                                                               June 1998 – June 2001
· Responsible for sales lead generation, phone sales, customer service, inventory tracking 
EDUCATION & ACCREDITATIONS

Tribhuvan University -  Biratnagar, Nepal                                                                                       May 2007                                                                                                            

Bachelor of Arts in English/Sociology
Emily Griffith Opportunity School -  Denver, CO                                                                                            
English Language Training

        Spring Institute – Denver, CO

WorkStyles Pre-Employment Training Certificate

SKILLS
· Leadership Experience 
· Multilingual: English, Hindi, Nepalese

· Office Administration
· Word Processing

· Intrapersonal Skills
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REFERENCES

Jason Dake

Store Manager

Conoco Gasoline

7295 E Belleview Ave 

Englewood, CO 80111

303-689-9319
Hussen Adbulahi

Employment Specialist

African Community Center

5250 Leetsdale Dr. Suite 200

Denver, CO 80246

303-399-4500

Chris Tombari

Program Manager

Spring Institute

1610 Emerson St

Denver, CO 80218

303-863-0188
