	Peter S. Lukas, Jr.

	757 West Mulberry Street, Louisville, CO 80027

	720-277-5397

	Tigergem64@aol.com

	Objective
	To obtain a challenging position where I can use my customer service, computer and clerical skills in an organization that values integrity and hard work.


	Professional Skills
	· Microsoft Office
· Internet Skills
· Customer Service Skills

· Filing/Editing
	· Typing (50 wpm)

· Office Equipment Use
· Telephone Skills

· Data Entry, 10-key
	

	Education
	Office Skills Programs 

	
	South Central Community College, New Haven, CT
Associate of Arts, General Studies 1986
The Academy for Business Centers, Hamden, CT

Data Entry/Keypunch Certificate 1988

Appeared in college promotion commercial

Front Range Community College, Westminster, CO 

Microsoft Office, 2007

Word, Excel, PowerPoint, Access


	Employment Skills
	· Maintained excellent customer relations and developed customer rapport

· Diplomatically resolved customers complaints on as-needed basis
· Skilled in customer service and telephone operations

· Handle customer inquiries and phone presentations in a professional manner.
· Experienced with proprietary software for data entry and retrieval

· Familiar with general office equipment including copiers, fax machines, and 10-key calculators.

· Ability to successfully promote products and services
· Accurate in handling cash, credit cards, checks, paperwork, records

· Strong written and verbal communication skills

· Proofreading skills



	Employment History

	
	Administrative Assistant/Web Assistant

Artemis Gallery, Louisville, CO
	10/2010 – 8/2012

	
	Cashier

Target, Superior, CO 
	05/2007 – 10/2010

	
	Customer Service Representative

Blockbuster, Erie, CO 
	09/2006 – 05/2007

	
	Administrative Support Technician/CSR/Receptionist
The Reed Group, Westminster, CO 
	03/2004 – 01/2006

	
	Customer Service/Order Entry Clerk

IBM, Boulder, CO 
	09/2000 – 01/2004

	
	Customer Service/ Administrative Clerk
The United Illuminating Company, New Haven, CT 
	02/1991 – 11/1999


