SHALON MILES





  720-641-4336







          shalonmiles@yahoo.com

SUMMARY OF QUALIFICATIONS
· Windows, Microsoft Word, Excel and other programs

· Customer Service Skills/Cashier/10-key, NCR Cash Registers 

· Receptionist (answering phones, customer service, data entry)
· Retail sales and customer service skills

· Scanning/Document Preparation

EMPLOYMENT HISTORY
Bayaud Enterprises, Denver, CO                                                                 

     
     2010 Scanning/Document Preparation
· Prepared and scanned confidential documents
· Worked with Supervisor/Manager to complete all tasks in timely manner 

· Helped with receptionist duties on as needed basis
· Worked on duplication machines and copied booklets and other publications 
· Data Entry and customer service
· Quality control on scanned and prepped documents to ensure accuracy
Spherion, Denver, CO                                                                                                       2010-2009
In Stock/Warehouse
· Ordered supplies 
· Completed all tasks as assigned in a timely manner

· Researched inventory for customers, retrieved orders from warehouse
· Scanned items to ensure purchase price accuracy
· Helped other departments as needed

Super Target Department Store, Denver, CO                                                                    2008-2006
Cashier, Stock Clerk, Inventory Clerk, Order Selector
· Handled cash, debit, check and credit card transaction on daily basis

· Helped with customer complaints and problems to ensure complete customer satisfaction

· Worked along co-workers to provide 100% customer satisfaction
· Ordered supplies, stocked and inventoried all merchandise
· Opened and closed drawer and store as needed

Ameristaff, Denver, CO                                                                                                    2001-2003
Order Selector/Sales Warehouse
· Pulled orders from computer
· Selected and pulled orders to process for shipment
· Quality control to ensure proper items pulled before shipment
· Retrieved coded orders and scanned to ensure accurate shipping 
· All orders packaged with care, regarding quantity, colors, sizes and gender
· Ordered all supplies, did monthly inventory and assisted in all other duties as assigned
EDUCATION

Bayaud Enterprises, Denver, CO 






    2010
GOST (General Office Computer Training Class)

Community College of Denver, Denver, CO         




    2004
Medical Clerical Certificate
