
Starlet Ruby Nightwalker
5659 Olive Street, Commerce City, CO 80022, Cell: (720) 877-8228, Email: starletrubyn@gmail.com 

Objective
Seeking a permanent and fulltime position to use my current skills and abilities to the fullest, I thrive on challenges and can perform any job duty very well.
Profile
· I am a fast learner, who adapts to new environments quickly 
· I am organized and have the ability to multi-task efficiently 
· I strive in helping others both co-workers and clients 
· Knowledgeable with Microsoft Word, Excel, and Outlook

Work History
Production worker- Colorado Timberline, Denver, CO 05/2013
· Checked and packed goods for shipment and/or sales
· Maintained work area 
Donor Processor/CSR- Talecris Plasma Resources, Lakewood, CO 04/2011-12/2011 
· Performed general administrative duties, including greeting donors in a friendly manner, answering phones, and assisted center management as needed
· Established and maintained donor files in an organized and efficient manner
· Utilized computerized information software to document client history 
· Took donor vitals: blood pressure, oral temperature, checked iron levels 
Phlebotomist-Biomat USA, Lakewood, CO 07/2008-07/2009 
· Customer Service was priority
· Assured quality of data and data entry of information received 
· Performed phlebotomy on antecubital area 
MIS Clerk/Receptionist-Anpetu Luta O’tipi, Kyle, SD 11/2004-11/2005 
· Greeted clients, assisted management as needed
· Processed intake information; Data entry
· Assisted clients over the phone and in the office 
· [bookmark: _GoBack]Assigned clients to treatment Counselors in the department 

Education and Training
Red Rocks Community College, Lakewood, CO
· Nursing Pre-requisites
College America, Denver, CO 09/2001-07/2002
· Certificate in Medical Specialties 
Lame Deer High School, Lame Deer, MT, HS Diploma May 2000
