	 MACROBUTTON  DoFieldClick Katrina M. Montoya 
 MACROBUTTON  DoFieldClick 11462 Downing St. Northglenn, CO 
(303)513-7356 (  Mtrina_22@hotmail.com

	OBJECTIVE

	To obtain position with a company that appreciates hard work and dedication while encouraging personal growth and enthusiasm. 

	EXPERIENCE

	Receptionist–Adobe Equipment/ Commerce City, CO 
	07/2009-9/2011

	Assisted accountant on various tasks: 
· Answered a busy multi- line phone system, assisted customers over the phone. 
· Weekly A/R report, past dues, sending out daily invoices. 
· Data entry; entered customer information into ADP/PFW.
· Reconciled petty cash on monthly spread sheet. 

· Sent Past Dues to Collections. 



	Phone Operator – Blackstone Technology Group/ Littleton, CO  
	06/2007-06/2009

	Tested new phone system for Quest Communications 
· Tested phone equipment and sound accuracy in the IT Department. 
· Data entry into large company database  


	Cashier- Costco Whole Sale/ Thornton, CO 
	01/2007-05/2008

	Customer Service 
· Cashier Transactions, Reconciled register throughout the day. 
· Responsible for back up inventory ordering and shelf stocking.
· Upgraded Membership cards to maintain monthly sales goals. .    

	Credit Union Of Colorado/ Denver ,CO 
	05/2003-12/2006

	Teller 

· Posted night and mail deposits, payments and requests received in mail on a daily basis.

· Maintained and balanced loan payments. 
· Dispatched files to the appropriate location according to established numerical, alphabetic, or coded systems.

	EDUCATION

	Thornton High School – Thornton, CO – High School Diploma  
	08/2000-05/2003

	  Participated in Future Business leaders of America for 3 years. 

	REFERENCES

	References available upon request.


