
Christina Vigil
811 Tennyson St 
Denver, Co 
(720)495-1010
vigilchristina@ymail.com

OBJECTIVE:
To fill the position where my skills and abilities in the areas of customer service, communication, and administration can be effectively utilized to improve operations, and contribute to the mission of the organization. 

HIGHLIGTHS OF QULIFICATIONS 
· Dedicated experience in customer service 
· Expert knowledge and abilities in communications 
· Organized, detail oriented, understands procedures, and a quick learner
· Strong skills in time management, prioritization tasks, and meeting deadlines 
· Handle high profile accounts

RELEVENT EXPERIANCE
Communication & people skills:
· Maintains a positive attitude and enjoys helping people
· Effective working with people of different backgrounds and temperaments
· Articulate and friendly
· Accurately record, remember, and verbally communicate detailed information
· Strong written and transcription skills
· Cooperatively and effectively work with agencies to produce and deliver required work
Organization & time management:
· Problem solver who quickly grasps complex situations and turns into time manageable tasks
· Produce quality work even when under extreme pressure and deadlines
· Ability to understand and follow complex instructions to successful conclusions
· Successfully manages personal time and workload
· Works well in teams to produce quality reports
Technical skills:
·  Machine operator, assembly line , Soldering, Ability to type 45 WPM, 10 key by touch, accurate with personal computer environment
· Proficient in many software programs (ei...windows 98,)e-mail, internet explore, word, excel, and internet explore

Education:
Alameda High School		1992-1994
Warren Tech 			G.E.D

Work History
Western paper	               2006-2009
Aon		 	2004-2006
Teletech		1998-2004

References 
Chip Brewster 		303-371-8710 Ext 138
Christine Laforette	303-371-8710 Ext 138	
April Meza 		303-562-5012



