Victoria Valdez
12255 Claude Ct
Northglenn Colorado 80241
3034528016

victoriadvaldez@gmail.com

Objective

· To perform my job expectations to the best of my ability, and to learn and apply new skills and knowledge. 

Skills

· Proficient in all Microsoft Word programs. 

· Data Entry

· Type 40 wpm

· Front Desk Experience

· Organizing, filing, scanning

	Experience

	Primesource 
	Denver Co

	Data Entry
	Nov, 2011 - Jan, 2012

	· Improved various files that weren't up to date including; School Systems, inserting new students, updating changed information on students. Office's; Recorded appointments and follow-ups. Managed appointments for different clients. 

	 

	Mapleton Public Schools
	Denver Co

	Nutrition Services
	June, 2010 - Sep, 2010

	1.Prepare food using approved school recipes and safe food handling procedures. 2.Clean and maintain safe and sanitary kitchen. 3.Serve food to students, teachers, staff, and community. 4.Foster a team environment by assisting co-workers with scheduled work demands. 5.Label and prepare food for storage.6.Maintain and care for kitchen equipment. 7.Interact positively with students, teachers, staff, parents, and community.



	 

	Education

	Skyview High School
	Thornton Co

	
	

	· I received my GED.

	 


References

Raymond Gabaldon                                 Jessica Hernandez
Manager                                                   Manager                                                  Primesource Staffing                               720-317-3099
720-261-8147


