
Jessica Thompson
1430 Humboldt St Apt 402  Denver, CO 80218 (719)237-4417  jgd_1120@yahoo.com

Education

	Cheyenne Mountain Highschool
Colorado Springs, CO
Graduated May 2009
GPA: 4.0

	B.A. Psychology
	B.A. Women’s and Ethnic Studies
	University of Colorado, Colorado Springs, CO 
	Graduated December 2013
	GPA: 3.46

Skills & Experience	

	Clerical 
· Excellent written and oral communication skills
· Taking and relaying phone messages
· Organization skills essential to a productive work environment
· Ability to work efficiently with minimum supervision
· Accounting experience including ivoicing, budget balancing, and check writing
· Copying, faxing, and handling important documents

Computer Skills

· Data entry
· Proficient knowledge in Microsoft Word, Excel, and Powerpoint, specifically trained in Microsoft Office 2011
· Knowledgeable in both Windows and Apple sytems 
· Experience managing company social media sites
Other

· Fluent in spanish
· Traveled nationally to represent past employer at trade shows
· [bookmark: _GoBack]Exerience working with children as young as five years old and older adults up to 70 years of age

Work Experience

· Adminstrative Supervisor, Edemco Dryers Inc. , Colorado Springs, CO August 2012 to present
· Administrative Clerk/Customer Service Representative, Edemco Dryers Inc., Colorado Springs, CO May 2010 	to August 2012
· Lab Researcher, University of Colorado at Colorado Springs, Colorado Springs, CO September 2011 to May 	2012
· Intern, Women’s Resource Agency, Colorado Springs, CO, August 2013 to December 2013 
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