Michele Melendez

12 Lima st

Aurora, CO 80010

Cell (787)243-5174, House (720)388-9686

CAREER OBJECTIVE

To obtain a position in Office Support ( production) /Customer Service

SKILLS AND ABILITIES


Considered highly motivated with a strong work ethic

Friendly, outgoing personality

Computer literate with ability to utilize varied business software

Efficient and polite customer services skills

Ability to maintain accurate, up to date comprehensive files and records

Ability to answer busy telephones, direct and route calls, and scheduled appointments

Some billing/invoicing experience

Always open for new experiences

EXPERIENCE

Vitamin Cottage Warehouse 2010-2012

Packer Production
In this Position I was responsible to pack and label outing orders of fruit to different stores in the metro area.
Prime Source Staffing 2007-2010

Production  

Temporary work in which I had to work for different warehouses in the production area such as taking orders,  general work, office work, inventory, maintance.                                                                                                                          

Latino Celular 2006-2008

CSR                                                                   

Data entry, answering phones, setting appointments, invoicing, filing,

Other Miscellaneous office duties as needed, for example;

Activating phones, taking payments, and customer service.

EDUCATION
Lino Padron Rivera H.S 2003-2006
Concorde Career College 2010 

COMPUTER SKILLS


Microsoft Word, Microsoft Excel, Spreadsheet, PowerPoint, WordPad, QuickBooks,  WPM/40

LANGUAGES   

Bilingual/ Spanish
