MELANEY ESTRADA
Denver CO, 80221
(720) 891-1217
Melaney.estrada@yahoo.com

OBJECTIVE

To serve as an Administrative Assistant by utilizing my training and experience in the areas of customer service, correspondence and administrative duties. 

SKILLS

Organization: Punctuality, multitasking, type 45 wpm, quick learner, proactive, problem solver, excellent communications skills with attention to fine details. I’m a team player who is willing to step out of the box to assist where needed.

EXPERIENCE

	March 2013 – June 2013 (Temp Assignment at 5280 Staffing)
	RMS Crane Company
	Denver, CO
	Administrative Assistant

· Invoicing 
· Track payroll hours
· Filing and scanning
· Answer incoming phone calls from customers and employees.

June 2012 – March 2013 (Temp Assignment at 5280 Staffing)
Lakewood Brick Company
Lakewood, CO 
Administrative Assistant 

· Answer incoming phone calls and transfer accordingly
· File vendor invoices, enter purchase invoices into database 
· Enter and post draw sheets and inventory adjustments
· Cash reconciliation and post sales tickets from contractors


September 2006 – December 2011
Passtime USA
Littleton, CO 
Knowledge Center Specialist

· Answered incoming calls for technical issues
· Maintained database for customer records
· Tracked warranties and returns on units
· Handled correspondence by e-mail
· Cross-trained in Marketing GPS and Shipping Department












May 2004 – September 2006	
Linford Brothers Glass Co. 
Denver, CO 
Office Assistant

· Answered all incoming calls
· Scheduled appointments for homeowner warranties
· Scheduled appointments for new construction warranties
· Created invoices for service, installation, and delivery tickets
· A/P-A/R, did accounts payable and receivable for our commercial accounts

December 2001 – September 2004
Wayne Dalton
Denver, CO
Administrative Assistant

· Provided customer service
· Scheduled appointments for installation and service warranties
· Created invoices
· Back-up for wholesales received payment and billed accounts for our commercial customers
· A/R for wholesales Received payments in person and over the phone for all of our customers and our commercial accounts


EDUCATION

August 1989 – May 1993
Northglenn High School

· Graduated in May 1993

August 2002 - February 2004	
Parks College

· Studied Business Communications


QUALIFICATIONS

	CUSTOMER SERVICE
· Proficient in Customer Service/Call Handling
· Above average telephone etiquette skills
· Strong Communication skills
· Demonstrate strong professionalism for written and walk up inquiries

MICROSOFT WORD APPLICATIONS
· Proficient in Microsoft Outlook
· Proficient in Microsoft Word
· Proficient in Microsoft Excel


