Victoria R. Setter
8690 Allison Street, Unit C Arvada, CO 80005
victoria.setter@ucdenver.edu 
(720) 569-0354

Objective:  I graduated from the University of Colorado at Denver. I pursued a major in communications and a minor in sociology. I am motivated, dependable and an extremely hard-worker. I am a sublime writer and communicating with people. I put the client first to ensure they are satisfied with the company I am representing. I am a professional employee of the company I am working for and I am dedicated to guaranteeing that clients will have a suburb experience. I desire a position in the business world consistent with my skills and qualifications. 
Experience: 
MIC Systems and Software: Administrative and Tech Assistant 
· April 2014 to Present 
I modify bank loans, dealership contracts, and car registration forms for dealerships all over the nation. As well as, transferring files and converting them to and from zip files to create easy access to dealerships. Check and respond to tech related questions about the company’s software. Further, I work daily on contracts, bank loans, tech support, and sending dealership files on a system called Brainstorm.  
Serpentix:  Administrative Assistant 
· October 2013 to February 2014
I prepared and scanned faxes about auto parts, conveyor orders, and organized electronic and hard copy files for customer files. As well as, assisting the managers with administrative tasks.
Clear Creek Tax Consulting:  Administrative Assistant
· May 2013 to October 2013                        
 A lawyer and senior associate supervised me for administrative tasks and worked on client cases regarding their missing or non-filed taxes. I made personal calls to the Internal Revenue Service and State Tax Departments concerning tax collection issues for clients; including missing returns and penalties. I transcribed letters to clients about filling out their 433-A and B Forms, Power of Attorney Forms, 8821 Forms, for personal taxes and businesses.
Papa Murphy's:  Back Prep  
· April 2013 to August 2013
I prepped meat, made dough, cut, weighed, wrapped, sheet-ed, and rolled dough. I made pizzas, answered phones, cleaned dishes, prepped pizza toppings and marked expiration dates.
Bolder Calls:  Call Center Representative                                          
·  January 2013 to May 2013
I transferred calls to local insurance agents and answered customer service related questions. I worked with computer systems like FireFox and Zopier. I filled-out information to pass along to the insurance agents to use for customers’ free quotes.
Fox 31-Denver:  Productions Intern                                 
·  August 2013 to December 2013
I worked with and shadowed the productions crew for the early morning news program at this local television station. I worked in the control room and it showed me where the news came in everyday. I worked with the top lead anchors to learn how they prepared and acted on stage. I learned from the camera crew and helped produce daily news with the executive producer.  
Office of Congressman Ed Perlmutter:  Congressional Intern 
· January 2012 to May 2012
I helped plan and organized the Congressman for his town hall grocery store meetings, four times throughout the semester. I signed over 60 new people up to become a part of Ed Perlmutter’s newsletters. I transferred calls for the office daily with a staff of eight, plus transferring calls to and from the D.C. staff, consisting of eight people.  
The Loft: Sales Associate 
· August 2010 to December 2011
I worked with customers assisting them in the dressing room and promoting credit cards for The Loft. I put away clothes that were not pur7chased. I also promoted the store in the Colorado Mills Mall with my store manager.
*Previous jobs from 2010-2006, upon request. Included retail work and food service. 
Education: 
Institution:  University of Colorado at Denver                               Institution:  Standley Lake High Degree: Bachelor of Liberal Arts in Communications                  Graduation:  May 15, 2009    
Graduation: May 15, 2013                                                             GPA:  3.3
GPA: 3.8 (Honors) 

Volunteer Work:
Junior Achievement Program (October 2012)
Claire of Assistant Senior Living (July 2011)


