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	Objective	To secure a position with a well-established organization with a stable environment that will lead to a lasting relationship in the field of business		Education	Metro State College of Denver	2004 - Present	Business Management		Ponderosa High School	2000 - 2004	General Studies		Experience	Mail Room Clerk | URS s	June 2006 – January 2010	▪      Sorted incoming mail for distribution
▪      Prepared and distributed outgoing mail by sorting according to destination and	       type
▪      Re-addressed undeliverable mail bearing incomplete and incorrect addresses
▪      Performed basic quality inspection of outgoing mail
▪      Weighed mail on Pitney Bowes machine to determine correct postage
▪      Prepared incoming mail for distribution
▪      Provided customer service by helping employees get interoffice mail to desired	        locations and also with shipping/receiving personal packages
▪      Delivered mail/packages to offices throughout the building
▪      Made shipment labels for daily outgoing packages
▪      Delivered coffee supplies throughout the office when needed
▪      Made sure employee name tags corresponded to appropriate floors and	       departments
▪      Made sure the mail room was a clean and efficient environment
▪      Helped relocate employee offices		Bicycle Mechanic | Treads Bicycle Outfitters s	2004 – 2005	▪    Diagnosed mechanical problems	▪    Performed tire repairs along with other preventative maintenance	▪    Assembled bicycles from start to finish	▪    Performed safety tune ups including cleaning, lubricating and	     adjustments to bicycles	▪   Completed advanced maintenance such as adjustments to frames, 	     replaced major parts and added upgrades to bicycles 	▪   Customer service		Skills	Detail Oriented	Task Focused	Quick Learner	Self-Starter	Ability to Multi-task	
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