
       Danielle Trejo
                           9316 W. 66TH Place Arvada, Co. 80004
				      720-422-9119	
                                     trejodanielle@yahoo.com

OBJECTIVE
To apply the skills and experience that I have learned with a company that embraces the culture of growth and success.
 
SUMMARY OF QUALIFICATIONS
· Accumulative experience in the Customer Service and Clerical Office
· Progressive responsibilities in ensuring quality customer service
· Proficient with automated customer and vender account tracing systems
· Excellent organizational / problem solving skills
· Microsoft Word and Microsoft Excel (beginner)
· Ten-Key, Typing (60-70 wpm)
· Cite-ware (photo scanning)

EMPLOYMENT HISTORY

4/13 present		Service Agent	
Denver, Co.		Act – A- PGI Company
	      . Coordinate and monitor incoming Quarterly Conferences Calls		
	     . Prepare conference call sheets for Archive	
	     . General Administrative Office Duties

10/11- 4/13		Receptionist / Cashier / Administrative Assistant
Denver, Co.			      Rush Truck Center
	     . Payment processing for Parts Department, Service and Body Shop 
	     . Filing of Monthly Invoices and Inventories
	      . Balance Cash Sheets and Process Time Cards for all Departments
	      . Responsible for sending and receiving all incoming and outgoing packages 
	           from Fed Ex and UPS.	 Cashier, Receptionist, and General Office duties.	 

11/10 – 10/11   	Front Desk Customer Service Representative
Denver,Co.		       	    King Soopers Grocery
· Daily processing of Western Union Transactions, Money Orders and Utility Payments
· Responsible for cash handling, refunds and product exchanges
· Processing of local payroll and government payroll checks
· Miscellaneous sales of retail items such as tobacco products, movie rentals, events and Lottery tickets

10/07- 04/09		           Cook 3 /  Food Production
Crested Butte, Co.             Crested Butte Mountain Resort
· Prepared meal production of three meals a day for 300 Kids and Instructors
· Ordered, received and rotated food product
· Prepared, cooked, and delivered the meals


   2/06-10/07		Mail Room Clerk
   Denver, Co.	         ACS Government Healthcare Solutions

· Responsible for sorting, distributing incoming and outgoing office mail
· Batch, file and run daily mail through postage machine
· Handle the distribution of Government checks
· Photo Copying, Faxing
· Input production volume on spreadsheets
· Meet deadlines
· Handle other office duties as assigned


  9/05 - 12/05		Customer Service / Administrative Temp
  Denver, Co.		                   Spherion

· Reception and call center customer service for various government agencies
· Photo ticket scanning; parking violations; printing ticket notices for mailing 
· Excellent internal/external customer service
· Through dedication and practice, I have mastered the skills necessary to be successful in any temporary position
· Microsoft Word and Microsoft Excel (beginner)
· Ten-Key, Typing (60-70 wpm)
· Cite-ware (photo scanning)

10/04 - 06/05		            Hostess / Cashier
Denver, Co.		   Carl’s Italian Restaurant

· Provided friendly and efficient customer service in a very busy North Denver landmark restaurant
· Organized and assisted with large party reservations. Responsible for seating arrangements and table coverage
· Maintain hostess area by organizing menus, tickets, receipts and orders for easy access and processing
· Assist with busing tables and overall up keep and cleanliness of restaurant
· Cashier during restaurant’s “peak” hours.


2/04 - 09/04		                Server Assistant
Denver, Co.	                    The Island Special Event Center

· Assisted with all the functions for scheduled events such as; Weddings, Graduations and Corporate Dinners to include set up, serving, customer focus and clean up
· Ensured that the guests were comfortable and attended to during their stay to the satisfaction of event planners
· Monitored server staff to ensure that excellent customer care was given and distributed throughout entire event
· Resolve issues with limited notice and resources when necessary

4/03 – 12/03		     Customer Service / Cashier
Boulder, Co.		             Trios Home Furnishing and Gallery

· Head cashiering duties 
· Greet customers and answer questions related to showroom merchandise
· Assist with stocking and inventory
· General office clerical duties to include: Typing, filing, mailing, faxing, copying
· Organizing, answering phones and customer service


EDUCATION

2003-2005	High School-Diploma
East High School; Denver, Colorado


References
Available Upon Request







