Carrie L. Skeen
22159 East Milan Place
Phone: 720-297-9905
Email:clskeen2002@yahoo.com
Objective
Seeking a professional opportunity as a Retail Associate where I can apply my exceptional technical, customer service, and organizational skills.
Education
1997-1999	T.H. Pickens Technical School	           				 Aurora, Colorado
Early Childhood Certificate
1996-1999 	Smoky Hill High School	                                           		               Aurora, Colorado
Graduated
Experience
Mailroom Associate, Specialized Loan Servicing (Highlands Ranch, CO.)
*Received UPS and FedEx, USPS daily
*Opened mail and delivered to the correct departments
*Picked up outgoing mail and took to post office daily
Administrative Assistant, Rubin and Raine (Aurora, CO.)
* Created daily reports for management
* Answered incoming calls and reciprocated messages when necessary
* Received and logged voicemails daily
* Organized, distributed, and filed reports consistently
* Prepared all necessary documentation for weekly management meetings
* Deciphered transcription for management
Customer Service Representative, AMI Fireplace (Aurora, CO.)
* Met and exceeded customers needs consistently
* Ordered merchandise per customers request on a daily basis
* Collected payments for replacement product
Relevant Skills
* Experienced in all aspects of Microsoft Office
* Exceptional customer service skills
* Able to work in a team environment
* Proficient in numerous office tasks
