
Laura Soto

4477 Parfet St. Wheatridge, CO 80033

720-939-5294

lvjisoto@yahoo.com

	objective

	
	Driven Team Player
I am seeking a position where teamwork and innovation are effectively utilized.

	Experience

	
	08-2010–01-2011
Select Staffing (Iron Mountain)         Denver, CO
Imaging Specialist
· Prepare and prep documents to be scanned.

· Remove all staples and repair all torn and damaged documents.
· Scan and QC make sure all images are legible and clean.
· Validate and close images for pdf files to be sent to customer.

	
	11-2009-12-2009  Walmart                                         Lakewood ,CO
 Sales Associate (Electronics)
· Hire to permanent in Jan 2010-March 2010.
· Accurate handling of cash register accepting payments of check, cc and cash.
· Greet customers answer phone inquires and upgrade products and warranties.
· Stock and zone electronic area make sure it is clean and help other team members.

	
	07-2008-02-2009   Office Team
Lakewood , CO
South Ridge, SC

Contractor
· Perform various duties.
· Administrative/ Clerical and call center. 
· Customer service data entry.
02-2009-05-2009  Office Team (Nutra Lane)             Lakewood ,CO
Customer Service Representative
· Hire to permanent in May 2009-July 2009.
· Contacted delinquent customer and processed past due payments.
· Answered inbound calls and effectively noted accounts.
· Processed, cancelled and upgraded customers orders.

· Advised customers of new product being offered.

· Corresponded with new and existing customers via phone and email.

05-2007-06-2008  VOA Sunset Tower Senior Housing       Denver, CO                          Assistant To The Community Administrator
· Maintain rents, deposits and accounts payable.
· Assumed responsibility for the property in the absence of the Community Administrator.
· Showed vacant apartments for potential applicants.
· Front desk, answered phones greet customers, explained leasing procedures and answered all other inquires regarding property.
· Processed tenant applications, certifications, recertifications and processed building repair orders for maintenance.                                                                                                                                                                           

	Education

	
	1989–1992
Abraham Lincoln High School                Denver, CO
· Diploma


	Interests

	
	I like to read, bowling, softball and be outdoors.

	Skills

	
	Micosoft word, Outlook, Excel, 10key by touch, imaging, scanning, Receptionist and other general office duties.  


	fax (123) 098-7654 • e-mail me@mycompany.com
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