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Skills Summary: 
· Preparing and Assessing Hotel Marketing Plans
· Supervision on Front Desk Employees     
· Monitoring Financial Transactions
· Cash Flow Company Inventory
· Coordination of Company Techniques
· Proficiency on Troubleshooting Software

Education: 
Metropolitan State University of Denver
Bachelor of Science in Business Management - December 2012

Community College of Denver
Associates’ Degree in Applied Science, Accounting – May 2009
Honors:
· Vocational College  Certificate of Accounting Technician 
· Diploma for Outstanding Lab & Organization
· Certificateof Appreciation from the Center for Academic and Achievement

Professional Experience:
Aurania Bookstore                                   Denver, CO                                    01/12 to 02/12
Cashier/Customer Service
· Counted money in cash drawers at the beginning of shifts to make sure that the amount of money was correct preventing a future monetary discrepancy
· Received payment by cash, check, credit cards, voucher, or automatic debit cards to process through our cash register
· Identified prices of goods, and services or admission and tabulated bills using a computer terminal to issue receipts to our customers

Community College of Denver                                                            
Center for Persons with Disabilities        Denver, CO                                    01/08 to 12/09         
 College Mentor
· Interacted with students with disabilities in a professional manner with respect for their rights and maintain solid adherence to the College
· Learned and applied Jaws, and  Kurswell computer programs to process educational material that contributed  helping  impaired  students on matters of academic  progress
· Counseled and educated college students on troubleshooting techniques that helped them becoming more proficient on Microsoft programs, therefore achieving a higher level of academic productivity.

Community College of Denver                                         
 Academic Support and Achievement      Denver, CO                                   01/06 to 12/08
Administrative Office III
1. Entered confidential student information in a banner system to carefully  monitor student academic performance
1. Released voice messages from a voice mail system, preceded to e-mail case managers about unpredictable events that will affect managerial functions
1. Participated in cultural activities sought on boosting college  enrollment granting  higher  federal aid to our department

Community College, Southwest              
Registration Department                         Denver, CO                                   01/03 to 12/06
Office Assistant III                           
1. Informed and answered questions from current and prospective students  regarding college issues concerning financial aid or any other matter regarding their application status
1. Filed  student documents organizing them by alphabetic order, and giving a more professional image to our department
1. Organized and monitored the needs of our busy computer lab by providing supplies for the use of the lab 
required material that allow the efficient use of our computer network 

Colorado History Museum                      Denver, CO                                        01/02-05/06 
Admission-Membership/ Front Desk/Sales Associate (Cashier) (volunteer position)
1. Processed admission fee on computer, persuaded visitors to tour Colorado Historical regional museums, expanded significant way of revenue to our regional museums.
1. Assisted  Bookstore Manager in the training of new employees by teaching them sales techniques and cash processing  procedures that efficiently contributed to improving the quality of our service and our volume of sales everyday 
1. Stressed  the issue of Cost and Benefit analysis of our Membership Programs by providing a quick effective  evaluation of the valuable savings offered by our Membership Programs, guaranteeing to increase the source of revenue for our  internal managerial operations 

Ace’s America Cash Express  
South Broadway Branch                            Denver, CO                                          1/98-03/00
Customer Service Representative (Teller)
1. Provided higher degree of customer service, stating their business alternatives and financial request which, leaded  to satisfying their economic expectations
1. Coordinated and delegated chores among two employees, successfully contributed providing our customers with a quicker and efficient safe cashing experience.
1. Assisted employees  not only,  on business transactions that required higher experience, but also the constant  monitoring of  their money supply, supporting  their financial transactions and promoting the concept of team work among  our cashing team members 

Professional Certifications: 
Tech University Diploma of Digital Computer Training - Canon - Denver, CO USA
Customer Service Certificate - Ace’s America Cash Express - Denver, CO, USA













