Brenda Prince
13565 Milwaukee Ct, Thornton, Colorado 80241
[bookmark: _GoBack]                                                      Tel: 303-819-6192 Email: BDPrince525@hotmail.com

OBJECTIVE
Seeking a general office position utilizing flexibility, good organizational skills, and ability to use  problem solving techniques.          

EXPERIENCE

Metropolitan State University of Denver Internship				01/2013-05/2013
Metropolitan State University of Denver Human Identification Laboratory
Inventory, Care of maintenance lab, Written Osteological Reports for the Medical Examiner office, assisted in workshops, marketing/office organization

R2R, (contractor) Commerce City, CO					06/2012-07/2012
Tester
Tested Dish Network receivers, managed them on the pallets	

Tarver Elementary School, Thornton, CO 					08/2010-05/2012
Volunteer Teacher’s Aide
Assist with educating students, grading papers, filing, copying, mailing, mail distribution, and performed miscellaneous clerical duties.

Mile High Racing, Commerce City, CO					 03/2008 - 06/2008
Groomer and Care Provider
Walked racing dogs, utilized proper care, placed them in starting box, and adhered to the exercise regime to ensure the animals were properly cared for. 

Lifetouch Portraits, Westminster, CO
Photographer									06/2007 - 08/2007
Answered phones, provided exceptional customer service, managed the processing and selling of photographs, took photos, worked as a cashier receiving revenue and reconciling the cash drawer 
EDUCATION
Front Range Community College 						Graduated 05/2010
Associate Of Arts Degree

Metropolitan State University of Denver
Major in Anthropology, Minor in Criminalistics				 Graduated 05/2013

Licensure/Certification
BLS/CPR (Adult/Child/Infant) Certified 						01/02/12

ICS 100/200 (FEMA) Certified							02/2013

SKILLS
Superior Customer Service
Excellent Phone Etiquette
Great Money Handling Skills
Strong Written and Verbal Communication Skills
Ability to Receive and Inventory Orders Efficiently
High Level of Skill with a Variety of Computer Programs
Strong organizational skills
Quick Learner
Team Player
Highly organized 
Thrive under pressure
Flexible Schedule 

References available upon request 
