Kathleen Morgan
11675 Sherman Street

Northglenn, CO  80233

720-539-0342
Kmorgan199044@yahoo.com
Career Profile:  Office Support
Summary of Qualifications

· Types 44+ WPM
· Excellent customer service skills

· Friendly and outgoing

Professional Work Experience

Intake Legal Assistant/Volunteer





2013 to Present

Colorado Legal Services






Denver, CO 

· Interviewed indigent and/or elderly people, mainly on the telephone.

· Asking probing questions to determine what client is requesting assistance with and if the client is an appropriate referral to Colorado Legal Services.

· Accurately record facts gathered during interview and present findings during daily staff meetings.
Cashier








2011
Babies R Us








Westminster, CO

· Greeted customers entering establishments.

· Received payment by cash, check, credit cards, or automatic debits.

· Assisted customers by providing information and resolving their complaints.

· Answered customers' questions, and provide information on procedures or policies.

Sales Associate







2010
Wal-Mart Super Center






Westminster, CO


· Greeted customers and ascertained what each customer wants or needs.

· Described merchandise and explained use, operation, and care of merchandise to customers.

· Recommended, selected, and helped locate or obtain merchandise based on customer needs and desires.

· Answered questions regarding the store and its merchandise.

Crew Member







2009 to 2010
McDonalds








Thornton, CO

· Served customers in a restaurant specializing in fast service and inexpensive carry-out food.

· Accepted payment from customers, and make change as necessary.

· Cleaned and organized eating, service, and kitchen areas.

· Communicated with customers regarding orders, comments, and complaints.


Education

Everest University – Paralegal – Current Student
Thornton High School – High School Diploma 
