	11953 E Maple Ave C12, Aurora CO 80012(720) 579-1580felina0612@hotmail.com

	Claudia Martinez

	Skills

	Bilingual English/Spanish
Knowledge of Microsoft word, excel, power point and outlook.
Typing 30 WPM

	Experience

	Jan 2013-May 2013
Tax Preparer
· Prepare individual tax returns
June 2012 – September 2012
	Premier Group Insurance

Sam’s Club
	[bookmark: _GoBack]Federal Heights,Co

Aurora ,CO

	Cashier
Cash Handling
Sales
Provide customer service

	

	May 2011 – Oct 2011
	Woodhaven Maintenance
	Denver, CO

	Housekeeper
Clean vacant apartments

	

	June 2010 – April 2011
	MG Clean & Home
	Aurora, CO

	Housekeeper
Clean houses, apartments and offices
Clean move in/outs
Clean vacant and occupied homes

	

	April 2009 – April 2010
	Avanza Supermarket
	Aurora CO

	Cashier
Cash handling
Provide customer service


	April 2008 – Feb. 2009                                                         ODP Services Inc                                                                          Denver CO

Office Assistant
· Payroll 
· Customer Service
· Ordering office supplies
· Organize files and documents
· Answering phone calls

	Education

	April 2010 – June 2010
	The learning Source
	Lakewood CO

	GED
May 2013 
Notary Public License

	References

	Mike Gutierrez       (303) 921-7828
Hilda                       (720) 628-6346
Blanca Zelaya         (720) 496-6855    



