12509 Ivy Street, Thornton, CO 80602

303-489-4011
hismercyngrace1980@hotmail.com
Manith K. Sanchez
___________________________________________________
Objective:

SEEKING a position as an Administrative Assistant, Clerical and Office Support
Key Skills: 
	· Microsoft Office Specialist (MOS) 2007-2010 

· Office Support Skills
· Translator/Employee Advocate

· Front-Desk Reception
· Supervisor/ Logistic Lead /manager
· Languages - Cambodian, English, Laotian, Spanish, Vietnamese, and Thai.  Fluent in Cambodian and English.


Education:
2010-2012              Emily Griffith Technical Support College 

	· Office Administration 
	· Microsoft Outlook
	· Management  Issues 

	· Front-Desk Skills
	· Document Control & electronic files
	· Document files and Records

	· Professional Office Procedures 
	· Business English and Editing
	· Microsoft Excel 2007-2010

	· Word Processing and Data Entry
	· Customer Services 
	· Communication Skills 

	
	· Office Financial Management
	


Associate Degree, Administrative Assistant/ Clerical / Office Support/Receptionist
                               

Experience:

2012 – Present      AeroStream Communications Inc.

Golden, CO

Contractor – Logiistics Support (Temporary/Part-time) – Build CR-1 Radio/Receiver
· Responsible for all phases of Production.
· Incoming component inspection (QA).
· Final assembly and testing over 300 radios.
· All phases of office operation including shipping and receiving of components and ordering parts.
· Customer service.
2012 – 2012         Platte Valley Hospital

Brighton, CO

Administravtive Assistant
·                     Secretary, Front desk and office skills.
·                     Operated personal computer to access e-mails, electronic calendars.
·                     Scheduling staff’ meetings and patient appointments.
·                     Other duties performed as assigned / Cash flow and deposit.
1990 – 2010       Bestop – Kinetex Inc.

Broomfield, CO 82021

Production Supervisor/Quality Control
·                     Manufactured OEM and After Market products for Chrysler – Jeep.  
·                     Supervised and established strong relationship with over 50 employees, demonstrated excellent people
                             skills, team player, accountable, committed, reliable, and independent.                     
·                     Maintained team work database / employee records control.
·                     Handled multi-faceted issues between employees and supervisor.
·                     Consistently recognized for my “can-do” attitude, flexibility and high quality of work.
·                     Over 15 years of increasingly responsible clerical/ administrative support experience.


·                     Entrusted to manage office in the absence of supervisors.
·                     Provided timely, courteous and knowledgeable request for information.
·                     Mentored co-workers at the workplace and was a translator for HR for several ethinic groups.
·                     Cited for excellence in areas including work volume, accuracy, and quality.
·                     Served in Fairness Committee, assisted in resolving internal complaints concerning employees. 
·                     Served as a first responder, CPR rescue  team.  
1981– 1990      Ocean Pacific Sportswear

Denver, CO

Supervisor – Designer

·                     As a supervisor/designer responsibilities included but were not limited to the production and quality  

    of all finished sportswear.  

·                     Designed logo for Ocean Pacific Sportswear.  
·                     Managed 50 employees on the production line and ensured that they followed all guide lines for 
                            producing sportswear.  Responsible for shipping finished product to customers.            

·                     Responsible for scheduling and reporting employee hours to H.R.  
·                     Served as a first responder, CPR rescue  team.  

References:

Liz Arias Purchassing manager
970-309-5464
1717 Washington Ave
Golden, Co 80401
Linda Phillips – Wells Fargo Bank –Department Supervisor 
303-465-6703

2 Garden Ctr

Broomfield, CO 80021

Don Moore
President of AeroStream Communications
1717 Washington Ave, Suite #10 

Golden, CO 80401

Office: 303-279-3671

Mobil: 720-635-7917

