Excellent communication skills, competent, strong ability to lead, attention to detail, respect for
compliance in all regulated environments, a clear vision of tasks at hand that accomplish the company
goals, computer and internet literate.

Accomplishments
Management Customer Service
e  Quality Control of products/inventory e  Assisting customers face to face

Trainer experience Redirecting Inbound/managing outbound
e Individual direction calls
Assisting in placing customer orders

Administrative Interpersonal
e  Maintaining document files for accuracy e Communication with department
e  Proficient in the use of office equipment associates

Complied with governmental regulations
Direct individuals to appropriate
department

e  Detailed and precise data entry

Formal Education
Westwood College North Campus Denver, CO July 2012
Bachelor of Science Degree in Business Administration. major in Management
e  Alpha Beta Kappa National Honor Society member as of 2011

Employment Experience

Akerman Senterfitt Denver, CO 2012-current
File Clerk
e  Research, MicroSoft Office, Outlook, Nuance, phones, organizing filing
e  Creating labels, fax, copier, scanning

Westwood College North Campus Denver, CO 2010-2012
Work study student
. Office tasks: filing, organizing files, phone, scanning, research
Envirotest Systems, Inc. Arvada, CO 2009- 2009
Remote Sensing Device Operator
° Operated mobile emissions van
. Maintained equipment logs including troubleshooting, issues, and errors
Rocky Mountain Clothing Company Denver,
CO 2008- 2009
Order Assembler
. Order pulling accuracy and quality control with attention to detail
. Performed, met, and exceeded hourly quotas to Company policy
Iron Mountain Records Management Denver,

CO 2007- 2008



Warehouse Associate/ Data Protection Specialist

Certified forklift, electric pallet jack and scissor lift operator
Participated in monthly and yearly inventory

Coating Atomization Technologies Louisville,

CO

2003-2006

Parts Assembler

Prepared promotional documents for mailing and distribution
Assembled small parts to spray paint applicators for commercial sale
Keeping multiple parts stocked

Performed quarterly inventory on all parts and pieces



