Melissa Martinez
Denver, CO. 80221
720-227-5541
mmmart0605@yahoo.com

OBJECTIVE
I am seeking employment in an office environment, where I can utilize my 10 + years of customer service and office experience.  I have familiarity with Microsoft Word, Excel, PowerPoint and Outlook programs and tend to learn new programs and tasks fairly easily. Furthermore, I take pride in being trustworthy and having an exceptional work ethic. 

EXPERIENCE

Lithographie, LLC/ Glastonbury Tennis Club
Post Office Box 11613
Denver, Colorado 80211
Gloria Staebler
303.495.5521
Office Assistant
Duties:  Entered customer information into Outlook, entered financial information into PeachTree, prepared payroll, provided online correspondence, prepared and shipped items, filed paperwork, accounts payable/receivable duties, created Excel spreadsheets. 

Fetchers Dog Care
2555 S. Santa Fe Dr. Unit G
Denver, CO 80223
Cowles Self
303- 733-3313
Office Assistant
Duties:  Filed paperwork, created Word documents, answered telephone, entered financial information into Excel spreadsheets, assisted customers in person, processed payments, entered customer and employee information into database, scanned documents, kept office area clean, interviewed potential clients.

Lehrers Flowers
2100 W Mississippi Ave 
Denver, CO 80223
Monica Vecchiarelli
303-455-1234
Call center CSR/Sales Associate
Duties:  Answered incoming calls, assisted customers over the telephone and in person, made outbound customer reassurance calls, performed alpha-numeric order-entry, typed at 45 wpm, assisted in assembly of floral arrangements, assisted accounting department with preparation of billing statements.

Recognized twice as a top seller, for up-selling products. 

EDUCATION

Front Range Community College
Presently attending
Psychology Program

Community College of Denver
1998
Accounting Program

Emily Griffith Opportunity School
1996
High School Diploma

REFERENCES
Available upon request 

INCOME REQUIREMENTS
[bookmark: _GoBack]I am seeking a minimum of $11 per hour but will be open to a lower wage depending on the circumstances.
