
 
Onaga  Thomas 
　 
 I am very interested in the open position(s) that your company currently has at this time. I feel I have the drive, attitude, and aptitude to succeed with your company. If I do not yet possess the experience necessary, I am a quick learner and will use that ability to accelerate my knowledge of any given position at your company to help me succeed in a timely manner. I do not mind starting at the bottom: just know that my goal is the start a career with this company and to do such a good job with whatever task(s) I am assigned that I will always be a valuable asset. 
 
SINCERELY, 
Onaga Thomas 
 
 
 
 






Objective: To attain a career-defining position by a combination of work experience, school, and being the kind of employee who can master a given position and also look forward to career growth and advancement.
 
 
 
 
 
 
 












Onaga Thomas 
Email address: onaga.thomas@yahoo.com
Home phone: (303)635-6921 
 
Experience: 
 
6/2011-09/2013
SourceCorp-Aerotek
369 Inverness Parkway
Greenwood Village, CO. 80111

Position: Mailroom Clerk/Scanner
Responsibilities:  Sorting mail in the mailroom, scanned various projects (batches) and performed quality control (sorting batches correctly on computer and prepared for them to be read in order) after scan. Data entry and indexing all information in proper fields for all batches (names, dates, numbers) by each batch completion date. 
Microsoft Word and Excel systems used.
 
04/2010-04/2011　 
24-7 Intouch-Adecco 
5670 Greenwood Plaza Blvd.
Greenwood Village, CO. 80111

Position: Customer Service/Sales Agent
Responsibilities:  Assisted  existing or new tmobile customers through taking inbound calls, making outbound calls and online chat as they complete their online orders. Preformed  data entry of customer information. For new customers, I assisted them in finding the correct phones, plans, and accessories to complete their  online orders/sales. For existing customers, I helped guide them through their online account to find correct information or complete order/sale. 
Microsoft Word, Excel, and Outlook systems used.

02/2009-03/2010 
Maximus-Randstad 
4610 South Ulster St. Suite 170 
Denver CO. 80237 

Position: Customer Service Representative (CSR)
Responsibilities:  Answer ed inbound calls and made outbound calls pertaining to the eligibility status or requirements and all other general questions related to Chp+ or Medicaid by current or potential clients. Started process for new customers to receive Chp+ or Medicaid packets. Data entry of clients information to research Chp+ or Medicaid status.
Microsoft Word, Excel, and Outlook systems used.
 03/2007-02/2009
Convergys 
12025 E. 45th Ave. 
Denver, CO. 80239 

Position: Domestic and International Agent: 
Responsibilities:  Answered inbound calls and made outbound calls on behalf of the United States Postal Service concerning domestic  and international mailing matters. Answered  general questions for customers in domestic and international mailing situations as well as filing cases in escalated situations. Data entry of customers name or mail identification to research were mail was sent or when it is to be recieved.
Microsoft Word, Excel, and Outlook systems used.

EDUCATION 
05/2003-12/2007 
Community College of Denver 
Denver, CO 
Degree: Associate of Arts 
Emphasis: Business Administration 
Currently working toward Bachelor’s Degree in Business Administration
 
AWARDS 
Dean’s List CCD Fall (2003)/Spring (2004)/Summer (2004) 
GPA (3.0) 
Youth Appreciation Award: Example to the Youth 
Optimist Club of Denver 03/2004 
Presented by the Park East Church of Christ 
Outstanding Achievement in Poetry 
Presented by Poetry.com and the International Library of Poetry 
Editor’s Choice Award: Dec. 2005 and Nov. 2007 
Certificate of Achievement CCD 
Commemoration for the Community College of Denver 
Fall 2007 African-American Graduates 
African-American Staff Council 

