Fabiola E. Lugo
9016 East Mansfield Ave., Denver, CO 80237
lugofabiola11@gmail.com 
(303) 522-1758  
A bilingual professional seeking a challenging position where I can
Utilize my excellent communication and customer service skills


	Microsoft Office
	Bilingual- English/Spanish
	Customer Service
	Translation
	Accounting
	Sales
	Information Technology
	Social Media


EXPERIENCE
[bookmark: _GoBack]Premium Pet Health                                       02/2013-06/2013
Accounting Assistant
                                                                              
· Filling - All paid invoices. File invoices and back up.
· Log analytical - file once entered
· Matching Invoices for payment - Match receivers to invoices.
· File maintenance - Organize file room.
· Scan invoices- send to each company - Complete and mail invoices, or checks.
· Operate office machines, such as photocopiers and scanners, facsimile machines, voice mail systems and personal computers
· Compute, record, and proofread data and other information, such as records or reports.
· Maintain and update filing, inventory, mailing, and database systems. 
· Open, sort and route incoming mail, answer correspondence, and prepare outgoing mail.
· Count, weigh, measure, and/or organize materials.
· Performing day-to-day administrative tasks such as maintaining information files and processing paperwork.
· Compiling, coding, categorizing, calculating, tabulating, auditing, or verifying information or data.
· Review files, records, and other documents to obtain information to respond to requests.

EchoStar, Englewood CO                                   09/2009-09/2012
Test Engineer II
		
	Managed multiple product series for Dish Mexico, Bell Product Series, and XIP receiver series in terms of customer level software testing, software label updates, and stabilization. 
	Designed, documented, and implemented solutions to perform high level hardware and software validation testing and regularly provided feedback to the engineering team in timely manner. 
	Manage defect tracking, reproducibility and repeatability of issues in beta testing.
	ensured that the test cases adequately addressed the software requirements.
	Enter test reports including defects found in Task Flags and close TR timely.
	Assist other groups with testing special projects and coordinate software test and release cycle.
	Assist other groups to successfully complete projects and releases the SW as per time line.
	Regular reports and status provided to my manager.
	


EchoStar, Beta Group, Englewood CO0                       4/2009-09/2009
Translator
	This position involved translating Dish Mexico beta software wording of menus and the bug reports from Spanish to English for better understanding of the EchoStar engineering team. 
	Reported inconsistencies and discrepancies in the wording of menus to the Dish Mexico General Manager and the EchoStar beta team to get the wording in the Menus corrected
	Helped other departments in conference calls assisting with Spanish to English translation

Dish Network Service, Englewood CO                       08/2008–04/2009	
Material Handler III
	This position required completion of satellite receiver Remanufactured-Test-Process for several types of receivers. 
	This included download, pre-test and final test via “SMART.”
	Recorded the status of disposed units in Clarify to RAW or RTV depending on test results, including re-serialization of RAW units. 
	Worked on the finishing line to ensure the product met cosmetic criteria before being sent to RAW. 
	Helped set up tria testing station for WildBlue equipment, assisted in writing test procedures, and tested tria station to help meet monthly forecast for WildBlue reman commits to sales locations.
	Collaborated with DISH partner - Nagra - to ensure the fluent pace of the 241 smart card field swap.
	Inventoried the remanufactured smart card from inbound shipments from other service centers, entered the transactions in Oracle, and notified discrepancies to other centers for reconciliation.  
	Assisted in yearly internal and external inventory audits of all products.
	Programmed flash before shipment to OOW receiver vendors.
	Processed international shipments via UPS Worldship system.

Wild Oats Market, Denver CO                             08/2001–05/2008
Scanning Coordinator
	Independently updated and maintained prices using specific software devices
	Implemented corporate pricing directives
	Collaborated with vendors to gather pricing information 
Cashier
	Excelled in bilingual customer service satisfaction
	Handled all cash and credit card transactions in a high sales volume environment

Awards

Employee of the Month
Outstanding Work Ethics Award
Best customer service and support
Proficient in regular work Award

Education		
Community College of Denver Auraria Campus College 
Denver, CO
ESL 
Graduation 2002 
West High School Graduation, 1997 
Denver, CO.
			
			




