Alyssa Moscardino
19294 E. Amherst Dr. Aurora, CO. 80013
720.939.1520  amschmidt1110@gmail.com
OBJECTIVE
To secure a position with an organization that will lead to a lasting relationship where I can effectively utilize my administrative skills, interpersonal skills and problem solving ability.
INTERPERSONAL SKILLS
I am friendly and professional, work well with a team, willing to listen and communicate, with an ability to identify problems and initiate solutions or should it be required; communicate them in writing or verbally. I am also a fast and willing learner.  
WORK EXPERIENCE 

  
SANDOZ (Records Management and Administration)
April 2012 to May 2013
Broomfield, CO 
         Handle Engineering and Validation documents –  Shipping documents to be scanned, obtaining digital copy and electronically filing. Maintain and filing all physical documentation. Managing  database to track all documentation.
         Work with Microsoft Word, Outlook, and Excel  
         AutoCAD support

         Responsible for data entry, general administration duties, filing, and updating work procedures                     etc.   
         Ability to work in a fast pace environment 

PROMOTECH (Support Solutions Specialist)
May 2011 to March 2012
Louisville, CO   
         Handle inbound/outbound calls  
         Work with CISCO and Microsoft Word, Outlook, and Excel  
         Follow  HIPAA and DEA regulations and laws which involves staying current on amendments  
         Responsible for data entry, general administration duties, filing, faxing, and updating  work procedures etc.   
         Ability to work in a fast pace environment  
 
DISH NETWORK (Customer Service Representative)
November 2010 to May 2011
Thornton, CO   
         Provided technical support to customers  
         Assisted with troubleshooting, diagnosis of hardware, installation & setup, product features and other operations  
         Created a positive experience for customers with Dish Network.   
 
BED, BATH & BEYOND (Cashier and Customer Service Return Clerk)
April 2008 to Nov. 2010
Aurora, CO   
         Assisted customers by cashiering and organizing products on the floor  
         Identified and resolved customer issues in a timely manner  
         Managed account and stock inventory at closing  
         Ability to follow through and complete multiple assigned tasks at once  
 
DOLLAR TREE (Cashier)
Sept. 2007 to Jan. 2008
Aurora, CO   
         Serviced all customer needs  
         Monitored inventory control of stock merchandise  
         Organized the floor, and resolved customer problems as they came up  
         Trained new employees who had special needs  
 
SHOW HOME CLEAN (Office Assistant)
2005-2006
Aurora, CO  
         Entered data using Microsoft Word, Outlook and Excel  
         Updated files for new customers and employees  
         Performed administrative duties such as: filing, answering telephones, printing, copying, faxing, emailing, etc.  
  
EDUCATION 

 
Eaglecrest at Cherry Creek PREP, Diploma (Jan 2008)   
 
 
REFERENCES
Sidonia Gagnon 
206.861.2085 
Lori Ferree
303.704.9102
Cindy Pinkstaff
303.263.1426
Mary Toomey


720.620.2640

Jenny Reaney


720.937.9049
