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Summary of Qualifications
[bookmark: _GoBack]A rising professional with expertise in administration, customer service, sales, advertising.  Demonstrated success in customer service, supervision, administration, building strong effective relationships, organization, problem solving skills, working well under pressure.     
 
Education
Adult Education attended 2004-2006 graduated with GED
 
Professional Experience
Supervisor, Porter Industries, Boulder, CO, November 2010-Current (970)663-1725
§  Oversaw  3 employees and 1 medical facilities:
Delegated duties included sanitizing operating rooms, and recovery rooms. Completed work in a timely manner, oversaw my work as well as my coworker’s work as soon as work was completed. Then moved onto the rest of the facility which meant throwing trash out, cleaning sinks, cleaning counters, dusting, vacuuming, cleaning windows, buffing floor’s, mopping, completing special tasks for facility director on request. Refilling all paper towels, toilet paper, soap, cups. Double checking my work as well as my coworkers when work was done, if anything was missed myself, and coworkers would correct any missed work or mistakes. 
   
§  Responsible for sanitizing operation rooms and medical facilities, double checking my work as well as my coworkers, assigning workers to which department to clean when supervisor was running late or not able to work. Making sure breaks where taken on time, that everyone completed their work on time. 
 
 
Cashier, Country Corner Store, Hygiene, CO, 2009-2010 (303)774-1456
       Delegated duties included opening store, and closing. Counting drawer down at the end of shift as well as counting drawer at the beginning of shift. Restocking store, cleaning, running register, handling cash, interacting with customers, and vendors. Placing orders for supplies, and, paying vendors, checking inventory. 
§  Managed store inventory.
      Administered efforts with 5 vendors to ensure efficient inventory. 
§  Processed accounts payable and coordinated vendor payments.  
§  Responsible for balancing the register before and after shifts. Running daily operations at the store.  
 
Counter help, Panda Express, Longmont, CO. September 2009-October 2009 (303)772-3636
     Delegated duties included opening, and closing store. Keeping store well stocked, and clean. Interacting with customers, serving food, running register, counting and balancing drawer at the beginning and end of shift.
Responsible for throwing out expired food, keeping restaurant clean, keeping work area clean.
Logistics, Target, Longmont, CO, 2009                                                                    
Delegated duties included Taking down old displays, and signing. Set up new displays as well as signing, moved seasonal items to different areas of store. Helping customers locate items as well. Completing all tasks in a timely matter.
Responsible for completing work on time, being organized, and clean for my safety, employees safety, as well as customers safety.
 
 
Special Skills include: Social Media Expertise-Facebook, Twitter, YouTube.
I am fluent in Spanish as well as English
 
Personal Accomplishments completing my high school education.

