       Hiring Recruiter Human Resources;

During my career, I have demonstrated an exceptional ability to meet administrative objectives and demands. I have provided excellent customer service work for a wide range of companies that included, problem solving, and multitasking. I am confident that I would bring to your company not only my administrative skills, but also a positive, cooperative attitude that I have displayed throughout my career. I maintain calm under pressure and adapt to meet the unique needs of each organization. I am looking forward to the exposure to such diverse branches within the industry.
Thank you for your consideration. I look forward to hearing from you to arrange an interview. 

Best Regards,

Jasmine Ornelas

Jasmine Ornelas                                                                                                           

885 Julian St 
 Denver CO 80204
720-298-9600
ornelasjasmine@rocketmail.com
Objective 
Seeking a Customer Service position where I can demonstrate my outstanding customer service skills, fast learning, and data entry skills in any setting to actively contribute to an increase in productivity.

Skills 
MS Word



Data Entry

Detail Oriented
Responsible     


Multi-task                   Organized

Time management                        40 WPM
            Team Player

Work History


Lead generator                    Prime Source (Boulder Calls)           04/2013-Present
Circuit Provisioner 
          Apex (Comcast)   Lakewood               08/20-11/2012
A&F Expert 

          24/7In-touch        Greenwood Village       06/04/2012

Support Tech

          CCD                    Denver 
        10/2010-05/2012

Technical Support agent    EchoStar              Englewood           03/2008-11/2008
Telemarketing

· Made out-bound calls to potential prospects for auto/home insurance quotes
· Verified information, and asked a series of questions to ensure qualification
· Followed call flow and rebuttal on every call
· Transferred prospects to their local agent for a prompt quote
Customer Service
· Received in-bound calls from business customers
· Help customers troubleshoot issues with remote call forwarding

· Reached out to customers to resolve issues to ensure customer satisfaction

· Worked with many different teams to provide a prompt resolution 

Customer Service/Retail

· Live chat with customers
· Add/Edit orders, accessed  customer information
· Suggested potential items to customers  
· Explained current promotions and answered any questions
Technical support

· Researched customer accounts and provided customers with accurate information
· Addressed customer complaints over the phone to ensure customer satisfaction
· Assisted service technicians in accessing customer account
· Made changes to customer account upon request of customer
· Filled work order upon customer’s need
Education

GED




Emily Griffith


    Denver CO

Entrepreneur Certificate

CCD



    Denver CO

CPC Trainee



Denver Health


    Denver CO

References

            Walt Pedigo
            CCD- Technology Supervisor                        303-352-3229
Richard Armijo           Denver Workforce Center- Supervisor          720-944-1011

Marissa Chavez 
Ace CCS- Asst. Principal                               303-265-1073
