
Lisa Castillo
9833 Alamo Drive ( Northglenn, Colorado 80260

lisasjusta6@gmail.com                                     303.915.8711                       www.linkedin.com/in/lisalcastillo
Objective

To obtain a position that will leverage and challenge my current skills while providing an           opportunity to grow professionally with new skills and responsibilities.

Summary

Reliable, organized, capable of multitasking, with a focus on being meticulous with details.  Rapid learner with the ability to adapt and succeed when performing tasks and problem solving.  Team player with abundant people skills and 15+ years of customer service experience.  Consistent performance and work ethic with a willingness to work hard, be self-sufficient, and be accurate with given tasks.  Proficient with Windows and Mac platforms, Microsoft Office Suite (including Excel, Word, PowerPoint, and Publisher), SAP-based systems, and various ticketing interfaces.  Experienced in documenting and data entry, providing timely delivery on given assignments.
Education

University of Phoenix
July 2017 (starting) – October 2019 (expected)

Bachelor of Science degree in Accounting
March 2014 – June 2016

Associate of Arts degree in Information Technology, Database Administration Certificate
Professional Experience

National Renewable Energy Laboratory (Contractor through Colorado Network Staffing)
Data Entry Operator II, August 2014 – November 2016
Job duties: provide timely and accurate data entry and reporting support for the Communications & Public Affairs office’s time billing system (Oracle), review billing forms and correct errors and omissions, proof and release batches for uploading to accounting system, file source documents and data printouts for completed transactions, maintain filing systems and retrieve files, generate standard reports, interact with professional staff to resolve errors and discrepancies, other      administrative and support duties as assigned.
MillerCoors (Contractor through Revolution Technologies)
Data Entry Operator, April 2014
Data Entry Specialist, July 2013 – December 2013

Job duties: update payment terms on purchase orders in SAP, work with Procurement team and Asset Care team, work in SAP & Microsoft Excel to collect, review and input data into computer processing system (SAP PM), data entry, administrative/office duties, bill of materials, brewery equipment, process weekly/monthly reports based on data pulled from SAP maintenance module, create/organize technical manuals.
Professional Experience (Continued)

Oracle Corporation (Contractor through Randstad)
Sales Support & Complex Quoting, September 2010 – May 2012

Job duties: data entry, supporting high-volume sales associates (including working closely with the representatives preparing legal quotes for a service contract for classified government      contracts), identify opportunities, complex quoting/booking according to Oracle policies/best   practices, customer service, quarter-end support for entire North America Support Sales division, data analysis, process weekly/monthly reports, high-value contract resolution,                            researching/updating client data in contract database.
Auto Trader Magazines
Circulation Manager, May 2008 – June 2009

Advisor/Circulation Supervisor, December 2002 – May 2008

Job duties: set up new distribution channels and new accounts for clients, manage current            distribution channels to ensure client satisfaction (included visiting outlets and speaking with store managers), billing, process weekly/monthly reports, customer service, general administrative and office duties, data entry.
TeleTech
Lead Agent/Training Assistant, March 2000 – October 2001

Job duties: customer service, data entry, general administrative/office duties, call-center           environment, set up new accounts for clients, train new employees in new hire training classes.
Pet World
Customer Service, February 1998 – August 1999

Job duties: customer service, general office duties, cashier, clean up after and take care of birds/fish/small animals, inventory, stock shelves.
Systems/Programs Used

* PAGES (Apple/Mac)
* Numbers (Apple/Mac)

* Experience with Social Networking
* Microsoft Publisher

* Windows Operating Systems
* Oracle R12 (GSI, OKS)

* Microsoft Office – Word, Excel, PowerPoint (2003-Current)
* SAP PM

· Microsoft Outlook / Mozilla Thunderbird
* Star Office
· Sun Microsystems IBIS (11i)
* SAP/SAP R/3
Additional Skills

* 10-Key
* Filing

* Typing (45+ WPM)
* Alphanumeric Data Entry

· Customer Service
* Process Improvement
Volunteerism & Hobbies


ColoradoStangs (Auto Enthusiast Group)
Denver Mustang Car Club

Event Coordinator
Newsletter Editor


2001 – 2012
2010 - 2014
References

Personal and professional references available upon request.

