Antonio Thomas
1281 Columbine St. 101

Denver, CO 80206
303-860-9399

Antonio.Thomas94@yahoo.com
CORE STRENGTHS
Confidential Correspondence               10 Key/data Entry                     MS Word

Receptionist                                          Records maintenance               Customer Service

Inventory/supplies                                Type 35 WPM                          Office Machines

Alpha/Numerical Filing                       General Office                           Mail Services

EXPERIENCE
Customer Service

· Greeted over 250 visitors daily, determined nature and purpose of visit and

directed or escorted the to specific destinations
· Answered and directed incoming calls, took messages and effectively resolved a      
        wide range of inquiries and complaints
· Answered phone  with customers billing questions, resolve  their billing questions
· Make updates on their packages they have, and sales to them new products
General office

· Performed general office duties such as typing, operating office machines, and


sorting mail

· Opened, sorted and routed incoming mail, answered correspondence, and

        prepared outgoing Mail

· Reviewed files, records and other documents to obtain information to respond to

       staff requests

· Performed administrative support tasks such as creating office files, proofreading,

       transcribing hand written information and operating computers to work with

       confidential correspondence and other documents
Mail Service

· Sealed or opened envelopes, by hand or by using machines

· Affixed postages or letters by hand, or stamped material, using postage meters

· Verified that letters, packages or magazines were addressed correctly, marked

       with the proper postages, and suitable condition for processing

· Placed incoming or outgoing letters or packages into sacks or bins based on

       destination or type, and placed indentifying tags on sacks or bins

· Lifted and unloaded containers of mail or parcels on to equipment for

       transportation to sorting stations

· Wrapped packages or bundles by hand, or by using typing machines
WORK HISTORY
Convergys                       Customer Service/Sales
 2012-2013             Denver, CO
King Soopers                  All Purpose Clerk

 2010-2012             Glendale, CO
Arapahoe County            Office Assistant

 2010-2010             Greenwood Village, CO
Airone Transport             Courier


 2007-2008             Aurora, CO
Steven Transport             Driver


 2005-2006             Dallas, TX
Laidlaw Transit               Driver


 2001-2005             Commerce City, CO

EDUCATION
Concorde Institute           Computerized Accounting 


 Memphis, TN

Rust College                    Business Administration 


 Holly Springs, MS

