Yuridia Mendez

1164 Walnut Street Brighton, CO 80601

(720) 633-2993
________________________________________________________________________
Objective: A position of a receptionist in a reputed organization, where my pleasant personality and interpersonal skills can be utilized effectively for providing good service to the customers.

Experience Summary:
· Handled various office reception with efficiency and diligence.

· Handled phone calls and customer queries.
· Possess excellent communication skills and inter-personal skills.

· Bilingual English and Spanish.

Professional Experience:

Receptionist, May 2007 to April 2011
Dominguez Motors Corp.

· Responsibilities included receiving and distributing messages from telephone/email as appropriate, taking clear messages and passing these promptly to the appropriate member of the team using judgment of urgency.

· Responded to queries promptly and in a friendly manner.
· Responsible for collecting payments and closing daily deposit.
Machine Operator, May 2004 to May 2006

Denver Plastics

· Made sure the products manufactured from the machine are of high quality and made adjustments to improve the quality
· Prepared the machine for starting the production process by equipping it with the required tools
References upon request.
