
HILDA RUIZ
3477 W. Ada Place				                        303-936-1812		
Denver, CO  80219                        Navadapl@hotmail.com                                                                   

CAREER OBJECTIVE

To find a permanent full time position with an established company where I can utilize my skills 
and have an opportunity for advancement and growth.

SUMMARY OF QUALIFICATIONS


· Customer Service Skills 
· Cash registers, copy machines, fax machine and other office equipment
· Mailroom Clerk experience
· Receptionist (answering phones, customer service, data entry)
· Cashiering, money transactions – debit card, credit card, cash, checks
· Manager of Children’s Department
· Production/Assembly/Stocking/Shipping and Receiving

EMPLOYMENT HISTORY

Veteran’s Administration Medical Center                                            2011 thru Present
Mailroom Clerk and Customer Service Representative
Supervisor:  Linda Griego  (303-393-4658)
· Sorted all incoming mail
· Delivered hospital mail twice daily to physicians, patients and offices
· Dealt with high volumes of individuals on a daily basis 
· Stamped and delivered bulk, first class, certified and registered mail daily
· Worked on duplication machines and copied booklets and other publications 

Shalom Jewish Services of Denver                                                         2004 thru 2006 
Denver, Co
Production Assistant
· Packaged, sorted, copied, collated paper, ordered supplies, etc. 
· Worked on large duplications machines, copying booklets and other publications
· Trained all new employees regarding, material handling, assembly etc.
· Established employer trust and respect
· Completed all other tasks as assigned
· Worked as a team to provide exemplary customer service 

Speeco                                                                                                        2005 thru 2009
Denver, CO
Machine Operator/Production
· Operated sealing machines
· Did all quality and quantity control
· Worked with co-workers to provide 100% accuracy on all orders
· Worked as a team to create good work environment and excellent customer service
· Pulled work orders, scanned product, packaged and sent to correct department for immediate shipment





ARC Thrift Stores                                                                                   1999 thru 2000
Denver, CO
Manager/Children’s Department 

· Assisted customers with questions regarding sizes, discounts, sales, etc.
· Worked with cash, credit card, checks and other of types of payments
· Trained new employees with sales, material handling, inventory, etc.
· Balanced cash registers daily  
· Helped coordinate special sales and other activities as necessary
· Worked as a team for provide exemplary customer service
· Set-up Children’s Department to simplify stock for easy customer access




EDUCATION

West High School, General Studies
Denver, CO


Special Skills:

Cashiering, Faxing, Sorting mail, Stamping out-going certified, registered, etc.
Excellent communication and customer service skills
Production/Assembly/Warehouse/Stocking/Shipping & Receiving


REFERENCES

Upon Request
