	                       Minnie Pena



	                                                                  1017 Platte Dr. Fort Lupton, CO 80621

                                                                                 T: 303-502-3322
                                                                       E: minniepena8@yahoo.com                      

	Objective
	My main objective is to create a comfortable life for my daughter and I.



	Summary
	I am articulate, precise and will work towards any goal as if it is the only goal. I am friendly and genuinely care for all of the people I meet every day. I have experience in many fields, but would always love to learn something new as well.

	Experience
	Assembly Operator 1
Golden, CO — Dec. 2011-present
Creating ceramic ovals for mass production solar panels. Includes extensive knowledge in Assembly, Inspection, and organization.


Responsibilities
· Assembling ceramic with steel hex nuts
· Vision inspection for defects
· Use of mechanical tools and techniques.
· Lifting of up to 50 pounds repeatedly
· Ability to stand for long periods of time
· Packaging product for shipment
Call Center
Boulder, CO Sept. 2011- Nov. 2011 (Temp.)
Renewing and beginning magazine subscriptions


Responsibilities
· Answering calls from all over America
· Professional appearance and attitude.
Crew Member for The Peppertree Sandwich Shoppe
Palm Bay, FL — Jan.2011 – July 2011
Creating sandwiches during peak rush hours, with a friendly demeanor.


Responsibilities
· Customer Service, ensuring satisfaction.
· Knowledge of cash register
· Morning and Evening prep and closedown
· General and intensive cleaning and sanitizing.
Personal Assistant for Southland Real Estate Offices
Apopka, FL 2006-2008 (Part Time)
General cleaning and transportation of busy Real Estate office.



Responsibilities
· Answering Phones
· Filing and data entry.
· Driving to properties
· Professional Appearance


	Education
	Apopka High School
GED - 2004-2008

	Skills
	· Ability to communicate effectively

· Organized and precise

· 35 WPM typing, but practicing daily.

· Knowledge in Microsoft Word and Excel

· Can lift up to 75 lbs repeatedly

· Quick learner

	References
	Angela Coram, Owner, The Peppertree Sandwich Shoppe.
321-724-8800

Kim Eldridge, Server, The Cracker Barrel

321-373-2028

Kim Welton, Final Inspector, Coorstek Ceramics

303-475-0306




	


