Bea Lor

7765 Vallejo Street

Denver, CO 80221

(303)-669-6272

July 30, 2013
Corporate Management Group

12000 N. Washington St. Suite 290
Thornton, CO 80241

Dear Corporate Management Group:

Hello, my name is Bea Lor and I am interested in your scanning clerk position located in Northglenn, Colorado from Corporate Management Group. My resume is enclosed for your review. Given my experience and outstanding education, I believe that my skills are an ideal match for this position. 
With my education from the University of Colorado at Denver, I have completed 96 credits with an emphasis on technical writing. Although my focus is mainly on writing, I have other skills that possess me as a well-rounded worker. This includes classes relevant to communications and business, as well as my volunteer work. 

My most recent employer history was with Bank of the West. My title was customer service representative. I had to balance my drawer, sell products, provide exceptional customer service and provide other clerical support duties. Over the past two years before Bank of the west, I had worked with a major corporation and had shown the capability to advance quickly within a short amount of time. I had started as a sales floor team member, moved to the cosmetics team, the store operator, and eventually to the produce team. Being on the sales floor allowed me to work in different areas of the store including guest service, cashiering, logistics and planograms. My expertise to provide various job duties in one area allowed me to assist throughout the company and go beyond their expectations. 
Aside from my professional work, I am also a firm believer in volunteering and have always been an advocate for the community. I spend a lot of time giving to back to education, and to the public. I have served my school district and various companies such as Food Bank of the Rockies, and United Way. My latest involvement for the community included volunteering at the Boys and Girls Club of Metro-Denver in the education center, where I loved each and every minute of it. 
I believe that my strong education and work ethics would benefit your company. I appreciate the time given to review my credentials and experience. Again, thank you for your consideration. 

Sincerely, 

Bea Lor
BEA LOR

7765 Vallejo Street

Denver, CO 80221

303-669-6272

Bea_Lor89@hotmail.com

OBJECTIVE
Customer-orientated, fast-learning, detailed individual seeks scanning clerk position for experience.

SUMMARY OF QUALIFICATIONS
* Multiple volunteer experiences for non-profit organizations
* Assisted in clerical and support duties

* Competent in written and oral communication
* Ability to demonstrate leadership skills
* Completed 96 credits at the University of Colorado at Denver
EDUCATION

University of Colorado Denver

Bachelor of Arts in English Writing

August 2007 to present

GPA: 3.0
Coursework includes: College algebra, business writing, technical writing, multimedia composition, business-professional speaking, and presentational speaking.

Iver C. Ranum High School
High school diploma 

WORK EXPERIENCE
Bank of the West

Customer Service Representative/Teller

February 2013 to June 2013
Balanced drawer, assisted customers in deposits, withdrawals, cashier’s checks, and money orders. Contributed to meet branch goals and sales. Supported customer service manager in clerical duties, and executed federal compliance and regulations. 
Target

Produce Team Member/Sales Floor
April 2010 to September 2012

Previous experience with produce such as ordering, culling, and maintaining food safety. Completed sales plans, ads, and planograms throughout store including end caps and aisles. Experience with fitting rooms, and as store operator. Knowledge of logistics, hardlines (grocery, toys, health and beauty), and softlines (clothing, shoes, jewelry, towels). Trained for electronics and as a cashier in order to backup when necessary.
Brunswick Zone

Birthday Party Hostess

February 2007 to September 2007

Supervised and attended to children on bowling lanes. Assisted on bookkeeping, cleaning before and after parties, serving refreshments, and offer various forms of entertainment for children. Demonstrated ability to multi-task.
Hyland Hills Water World

Hostess-Cashier

May 2003 to September 2006

Seasonal summer job. Started as a hostess, provided customer service, checked bags. Advanced to cashier job.

VOLUNTEER EXPERIENCE
Boys & Girls Club of Metro Denver

Learning Center Volunteer

October 2012 to February 2013
Participated in various events. Worked in learning center with children from age 6-18. Supervised, tutored, and read to children. Purpose is to keep children involved with education. 
Mile High United Way 125th Event

Guest Service

June 2012
Greeted and checked guests in. Provided information for events and programs.

Food Bank of the Rockies

Labor Work

May 2012
Created pallets of necessities for non-profit organizations and churches.

REFERENCES

Robyn Totten-Shirley
Produce Team Lead at Target

720-278-9775

Jennifer Northrop
Paraprofessional at Tollgate Elementary
720-434-4017

Laura Lee
Administrative Assistant at Papa John’s Corporation
720-323-6264
