Sheena M. Rodriguez
720-335-6547
SheenaMRodriguez@gmail.com
Skills:                                    
	1. Data entry
	1. Process payments
	1. WPM- 40
	1. Word 
	1. Excel

	1. Supervision
1. Payment research
	1. Administrative
1. Cash handling 
	1. Ten  key
1. Medical Terminology
	1. Multi-Phone
1. Quick tell
	1. PowerPoint
1. Customer Service


[bookmark: _GoBack]Employment:

Dish Network                                                     Tier 2 Support Representative         11/30/11-4/4/12                                         
· Manage escalated customer issues received from multiple sources – Tier I centers, management, and business partners.
· Employ sound judgment and customer service knowledge to resolve complex business issues.
· Utilize personal discretion when dealing with business practices to ensure customer retention.
· Track and perform continuous follow-up with customer and other departments until complete resolution of customer issues is achieved.
· Provide support to field installers and other departments.
· Provision new, change, and disconnect orders for Phone, DSL, and other service offerings
· Maintain accurate tracking of customer interactions.

Victoria Secret                                                                Sales Associate                                 8/08-1/09
· Maintained and set up floor for customer use.
· Received merchandise, totaled bills, accepted payments and made change for customers in retail store. Stocked shelves, counters, and tables with merchandise.
· Answered customers' questions concerning location, price and use of merchandise. Totaled price and tax on merchandise purchased by customers, using cash register, and calculator

Home health Care                                                          Home Aid                                       4/08-12/09                                                          
· Bathed and dressed patient daily.
· Administered medications in a timely manner.
·  Basic house work for patient. 

Remington College			          Receptionist 				  11/03-8/04         
		   
1. Received callers at establishment, determined nature of business and directed callers to destination. Recorded name, time of call, nature of business and person called upon.
1. Typed memos, correspondence, reports and other documents. Made future appointments and answered inquiries.
1. Answered inquiries from persons entering establishment. Performed variety of clerical duties and other duties pertinent to establishment.

Devine Essence	                                            Retail Sales Associate	                       09/00-10/02               
			
1. Received merchandise, totaled bills, accepted payments and made change for customers in retail store. Stocked shelves, counters, and tables with merchandise.
1. Set up advertising displays and arranged merchandise on counters and tables to promote sales. Obtained merchandise requested by customers.
1. Answered customers' questions concerning location, price and use of merchandise. Totaled price and tax on merchandise purchased by customers, using cash register, and calculator.
1. Accepted payments and made change. Removed and recorded amount of cash in register at end of shift.
1. Kept record of sales, prepared inventory of stock, and ordered merchandise.

Hispanic Chamber of Commerce 	                      Receptionist  		                     5/00-8/00
	
1. Received callers at establishment, determined nature of business and directed callers to destination.
1. Obtained caller's name and arranged for appointment with person called upon. Recorded name, time of call, nature of business and person called upon.
1. Operated telephone console to receive incoming messages. Made future appointments and answered inquiries.


Education:

Red Rocks Community College                                                                                                     Present
Associates of applied science

Remington College		
Medical Assistant		2004

CCD Tec West		
Obtained General Education Diploma	2004





