Carrie Lovato
8540 Cedar Lane

Westminster, CO 80031

Cell: 720.837.8279

Carriellovato1211@gmail.com



Experience:
Oldcastle BuildingEnvelope


11205 East 37th Avenue   Denver, CO 80239 /303.371.5511


Customer Service




October 2012 – June 2013

Enter Daily Purchase Orders into company database

 


Maintain Daily Order Files




Research missing orders

Switchboard incoming calls route to appropriate staff members
Education Sales Management
1499 West 121st Avenue, Suite 200  Westminster, CO  80234 /303.797.7573
Education Consultant




December 2011 – October 2012
ESM collaborates with college admissions to qualify and schedule appointments for potential students.
Career placement services to help students succeed professionally
Service Source Network/ Contractor for United States Air Force

6760 East Irvington Place  Denver, CO 80280

Data Entry/File Clerk




January 2009 – March 2011

Scan and Process Military documents


Quality control documents scanned and processed

Maintain files and prepare files and documents for archiving into company database

Research documents with missing information



Manpower Temporary Service


8181 East Tufts Ave. Ste. 190  Denver, CO 80237 /303.740.7310

Various Administrative Assistant positions

June 2005 – December 2008
Collection and compiling of monthly reports

General office duties

Switchboard incoming calls route to appropriate staff members to include all incoming and outgoing mail

Organize and Maintain files in alpha and numerical
Greet customers in a warm and friendly manner

Generate monthly company reports

Maintain office equipment
SKILLS:

Experience with MS Office applications (Word, Outlook, and Excel)

Strong organization skills

Quick Learner

10 key

Detail oriented

Team Player

Self-starter

Great customer service skills 

Respect and maintain company confidentiality

Experience with standard office equipment (computer, fax, and scanner)

Education
GED, Adams County School District Brighton, CO
