ERICA QUINTANA-GARCIA	
2890 Brighton Blvd. Apt 141 Denver, CO 80216	303.868.3980
	
EDUCATION

Florida Coastal School of Law- August 2011
BA in Liberal Arts, Major- Political Science Minor- Ethnic Studies, May 2010
Colorado State University, Fort Collins, CO
Dean’s List, GPA 3.4 

KNOWLEDGE, SKILLS AND ABILITIES
	· Proficient in Microsoft Excel, Word, and PowerPoint
· High level of organizational and interpersonal skills
	

	· Competent and reliable
· Excellent customer service skills
	


CAREER EXPERIENCE
Retail Sales Consultant, Full Time, June 2012-Current
AT&T, Independence Plaza, Denver, CO 80265
Supervisor: Bruce Smith

· I work for AT&T selling a variety of products such as wireless devices, tablets, and accessories. 
· [bookmark: _GoBack]I am required to know various contracts for service and maintenance for customer contracts. 
· I work with a variety of customers on a daily basis selling and dealing with various customer service issues. 
· Troubleshooting technical problems is also a vital component of my everyday job. 
· Working for AT&T I am required to work with customers explaining and helping with a number of problems and giving the best customer experience is required in every transaction. 

Front Office Coordinator, Full Time, January 2011- May 2012
HealthOne
Supervisor: Michelle Moore-Reg, 303-584-8208

· I worked for HealthOne at several medical facilities in the Denver Area coordinating daily activities in the front office.
· As an office coordinator, I was responsible for organizing and preparing charts for the appointments of the week.
·  I was responsible for checking in patients on a daily basis as well as scheduling any upcoming appointments.
· I worked with doctors and nurses fielding patient questions and assuring prescriptions were taken care of.
· I prepared beginning of day and end of day paperwork, which also consisted of processing payment for the appointments.
· Also was responsible for collecting payments on past due account and following up with insurance companies on past due amounts. 


Judicial Assistant, Full Time September 2010-Januray 2011
State of Colorado, 17th Judicial District, Adams County Court House 
1100 Judicial Center Drive Brighton, CO 80601
Supervisor: Karla Pickens 303-659-1161

· I worked for the Traffic, Criminal and Juvenile Unit; I performed a variety of tasks that requires me to be highly organized and efficient.  I am responsible for all the new tickets that arrive in the Unit; I assign the tickets case numbers and enter them into the Eclipse Program. 
· Data Entry is a key component of my job, I am responsible for entering mail from Probation, the District Attorney’s office, the Public Defender’s Office, and any pro se mail that arrives at the courthouse. 
· I also answer the phones for the Traffic, Criminal and Juvenile Unit.  I am responsible for working the public window in the Unit, to ensure the public receives quality information, and assistance while at the courthouse


Office Administrator, Personal Assistant, part time, 2008-2009
Custom Blending Inc., 3461 Precision Drive Fort Collins, CO 80528, 2008-2009
Supervisor: Dan Berlin, 970-217-9930

· While attending college full-time, I worked as a personal assistant for a company that blends seasonings, spices, and other cooking products for sale to food service distributors, manufacturers, retailers, and restaurants around the globe.
· Working as the office administrator, I performed a variety of tasks that required me to be highly organized and efficient.  In this capacity, I reviewed and edited business contracts and other company correspondence.  I also managed the day-to-day internal communications including handling email, fax, telephone, incoming resumes, and mail correspondence for the company.  
· To increase company sales and improve its client visibility, I assisted with company PowerPoint presentations and Excel spreadsheets. I also contacted prospective businesses to determine their needs and increase company sales.
· Working as a personal assistant to Dan Berlin, I also was responsible for various errands such as collecting materials from vendors and reviewing our receipts and invoices before submitting them to our accounting department.

Office Automation Clerk, GS-0326-3, Excepted Service, Student Position, 2005-2006 
USDA Forest Service, Human Resources, National Training Office, Bldg. 67, Denver Federal Center, Denver, CO
Supervisor:  Mike Woods, 703-216-4273

· I was responsible for establishing user profiles and passwords for the Forest Service National Training Database for an Oracle application.  To facilitate the documentation of these user profiles and passwords, I updated and maintained Excel spreadsheets.  I also worked directly with users in a helpdesk capacity to reset passwords and troubleshoot issues regarding the training database.
· Part of my daily responsibilities included copying, faxing, and distributing training materials to various Forest Service offices throughout the United States.

Office Automation Clerk, GS-0326-3, Excepted Service, Student Position, June 2004 – February 2005
USDA Forest Service, Human Resources, 740 Simms Street, Golden, CO
Supervisor:  Dottie Grant, 303-275-5671

· I greeted customers and assisted visitors by directing them to the appropriate Personnel Specialist.  
· I assisted staff in scheduling conferences, including the distribution of conference materials, and setting up the physical conference site.
· I was responsible for the filing all Time and Attendance records for the Regional Office.
· Part of my daily responsibilities included performing data entry, filing, answering telephones, faxing and assembling materials for mailing.
· I was also responsible the database that potential employees submitted resumes and other relevant information; I monitored the database and sorted through the candidates to pass them along to managers in my department. 


REFERENCES

Kari Wardell, IT Specialist
USDA – Forest Service
WCR 39
Brighton, CO
720-394-3837

Beverly Martinez, Analyst
Qwest Communications
2501 E. 147th Avenue
Thornton, CO
303-252-1221
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