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January, 2012                                                                                                                                                                                                                    


Dear Madam or Sir:
I am writing to express my interest in the Assembler/Packager position you are advertising.
With over five years of customer service experience, I have excelled in the workplace, consistently exhibiting dedication, professionalism, and loyalty. My combination of experience, skills, and hard work are what set me aside from the usual candidate.
Clients appreciate being treated as if they are valuable, and employers welcome an understanding of the bottom line.  Having worked in both security and client-based businesses, I can produce both. My commitment to my employer has earned me recognition with an “Employee of the Month” award, and a promotion to Lead Officer at Hospital Shared Services in August, 2009. At Trū Stile, I was promoted to Cell Leader in September, 2006, and Machine Operator Class III in November, 2006. This experience, and my education, has further honed my communication and customer service skills. 
 My work history is solid, and my tenure speaks both to my loyalty and value as an employee. I have attached my resume as a first step in seeking employment with your company.
Thank you for your consideration. I look forward to speaking with you soon.
Sincerely,

David Montalvo





	


	Objective
	Use my customer service and administrative skills for advancement, and earn money for college.
 

	Skills
	· Strong organizational and multi-tasking skills, excellent customer service skills.
· Bi-lingual:  Fluent in Spanish and English.
· Good computer skills, Microsoft Word, Windows 7 and Excel.
· Able to adapt to any environment or change, and am a fast learner.


	
	

	Education
	Frontier High School                                                                                  Los Angeles CA.
· High School Diploma
· Office/Clerical Course Certificate

	
	

	Experience


































Clubs And
Committees
	Advantage Security Inc.                                                         	           Denver CO.
June, 2010-Present

Lead Security Officer.

Ensuring grounds are secure by touring the interior and exterior of facilities. Monitoring CCTV and access control, as well as providing customer service to our clients, tenants and visiting public. Facilitating our client’s special events by utilizing security presence and customer service. 2nd in command to my manager and in charge of swing shift, as well as training new security officers. 

Hospital Shared Services                                                                          Denver, CO.
July, 2008-September, 2009

Lead Security Officer.

Completed tours of facilities, ensuring grounds are secure and monitored CCTV. Facilitated customers with request for escorts and office access, as well as providing information and direction to the visiting public. Monitored employees, patients, and visitor traffic. Facilitated Doctors and Nurses by restraining and monitoring combative patients. Used care in handling patients medical information confidentially, and with integrity. Promoted to lead officer in August, 2009.

Trū-Stile Doors LLC                                                                                    Denver, CO.
February,  2006-July, 2008

Machine Operator Class II/Forklift Instructor/Cell Leader

Operated machine molders and machine primers, multi-tasking, and exceeded production quota by up 300%. Trained and certified employees in forklift operation. Promoted to “Cell Leader” in September, 2006 and Machine Operator Class III in November, 2006. 

Silver Hawk Security                                                                                  Longmont, CO.
March, 2004-October, 2005

Security Officer

Utilized security presence to deter crime, completing patrol rounds and securing interior/exterior doors. Inspected trailers, ensuring trailers were in the same condition as upon arrival. Monitored surveillance cameras and issued parking citations.


Volunteered in First Response teams at Silver Hawk Security, and Hospital Shared Services, Safety Committee member at Trū Stile Doors LLC.



