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	Rachel Martinez

	Objective

	To obtain a position which will further utilize my technical, clerical, interpersonal, and communication skills in a growing and fulfilling work environment within a growing company.

	Experience

	October 2013
	Corinthian Colleges 
	Thornton, CO

	 Student Information Specialist 
· Handling inbound and/or outbound contacts from prospective students that are interested in learning more about our schools and programs. In taking inbound calls.
· Gathering contact information, and encouraging them to continue the enrollment process. 
· The goal of all calls is to either schedule a campus visit, or transfer the caller to an Admissions representative.

	

	Jan 2012 to Mar 2013 	Bright Horizons Family Solutions	            Broomfield, CO

Customer Care Specialist
	Handle incoming calls and emails for one or more lines of business including reservations, scheduling client appointments, and researching the status on client childcare needs.
	Educate clients on Bright Horizons services programs, policies, and procedures, and help them to understand client specific processes, documentation, and timelines.
	Assist clients through phone and e-mail communication by trouble-shooting, researching, and finding resolutions for their immediate needs as well as providing follow up communication in regards to future needs. Maintain performance standards and metrics.

	

	Aug 2012 - Present
	9 To 5
	Denver, CO

	Volunteer
· Work to alter the Colorado Anti-Discrimination Act. Promote awareness and seek to improve gender and racial equality to promote a better workplace in Colorado.
· Public Speaking: Candidate Briefing Mile High United Way, The Hispanic Chamber of Metro Denver, Colorado Legislature, Denver’s Capital.

	

	Education

	Diploma
	[bookmark: _GoBack]Skyview Academy High School
	Thornton, CO

	Nominated and elected as a Peer Leader to assist seniors applying for College, Financial Aid and Scholarships. Underwent training at Regis University.


Certification of Completion               Community College of Denver                                    Denver, CO
· Full certification as a Certified Nurse’s Aide.

	References

		David Kramer
	Mentor and Friend
	303-827-6670

	Isaiah Chavez
	Dish Network Supervisor
	720-380-1809

	Sara Kuntzler
	9 to 5
	202-531-9568






