MALINA PANYACHITH
5130 W. 70th Pl., Westminster, CO 80030  (303)726-5632  MalinaPanyachith@gmail.com 

OBJECTIVE
	Administrative support professional offering versatile office management skills and 
Proficiency in Microsoft Office programs. Strong planner and problem solver who readily 
adapts to change, works independently and exceeds expectations. Able to juggle multiple 
priorities and meet tight deadlines without compromising quality.

EDUCATION
[bookmark: _GoBack]General Equivalency Diploma, Emily Griffith Opportunity School
Front Range Community College  Still attending
· Major: Radiology
EXPERIENCE
Bindery  10/09 – 01/10
· I worked a temp job at a printing company doing simple things as in packing boxes and
organizing supplies that were going to be shipped. Also usage of machinery, assisted 
employees when help needed, punctuality, stood on feet for long hours, ability to lift heavy 
loads, punctuality, accuracy in counting products, ability to work for long hours and ability to 
package. Ability to lift heavy loads, punctuality, accuracy, long hours.
· Challenge: maintaining speed with machine while maintaining accurate count.

Sales Representitive  10/11 – 12/11
· 	As working in a marketing company it was my duty to focus on results. Every minute,
every hour, and every day, we are focused on delivering media coverage and consultation
for our clients that go above and beyond their expectations.
· Challenge: maintaining a positive attitude, and being self-motivated.

Agent   06/19 – present
· 	Learning in becoming an agent in an insurance company, I helped provide 
supplemental life insurance to the community. Talking to clients and setting up
 appointments to help them review their policy and update them with any 
changes, or to set up a whole new policy. I also worked with the child safe kit and getting 
those out to families who have children. I also worked with other agents in my agency helping
them set up appointments and doing other office duties as in filing, making phone calls, 
and keeping records.
· Challenge: maintaining a consistent activity throughout every week.
	· Great Computer skills.(adobe suite, microsoft office,ect.)
· Great communication skills
· ability to speak with the public
· Fast Learner
· easy to get along with	
	· Great customer service
· ability to perform responsibilities well 
· Punctual 
· reliable
· ability to follow directions quickly
· Great Listener
· hard worker
	· Great time management
· Great organization skills
· trustworthy
· ability to stand for long hours 
· ability to carry heavy loads
· ability to use machinery


 Key SKILLS










RECENT ACHIEVEMENTS
· Perseverance for a better future when placed in difficult situations
· Able to lead a group of people to attain goals.
· Obtaining to pass and achieve my licenses in Life and Health Insurance.

PERSONAL
I enjoy working with others and can work very well on a steady pace. However, I can also work very well under pressure. I have different types of experiences which allow me to work in all kinds of work environment. I have great communication and am very punctual. The best quality is that I am a fast learner and a great listener
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