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Objectives
I am interested in pursuing an opportunity to contribute to your high quality customer service reputation. I consider myself a fast learner, friendly customer satisfaction-seeker and most importantly a team player. I feel that I would be an excellent addition to your team of dedicated employees and company. 
Education
Adams City High School | May 21, 2011

Metropolitan State University of Denver | August 2011-Present

Experience
December 2011 - December 2013 |Secretary/Front Desk
Servicios Al Inmigrante Corp. | 494 Sheridan Blvd. Suite B-205, Denver, CO 80226
Greeted and registered incoming clients

Provided information on services, fees and answered inquiries through telephone and email

Translated documents from Spanish to English, English to Spanish

Handled various company’s bookkeeping using Intuit Quickbooks
Small company, thus required to multi-task successfully most of the day

Responsible for maintaining record of client’s payments and communicating with them on remaining balances weekly

Organized all of client’s files

Skills/Accomplishments
· Fluent in Spanish and English

· Metropolitan State University of Denver Honors Program Member

· Alternatives Pregnancy Center at Auraria Campus Volunteer
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