

Julianne Vigil 
9825 E Girard Ave 
Denver, Co 80231
970-584-4379
Career Profile
Seeking a position as a Mailroom Clerk where extensive experience will be further developed and utilized. 

Skills and Proficiencies
· Microsoft Excel
· Microsoft Word
· Microsoft Access
· Microsoft PowerPoint
· 10 key 
· Customer Service
· Cash Handling 
· Sales


Duties and Accomplishments
· Provide support to the sales team, ensuring all sales and service objectives were met.
· Provide high quality customer service 
· Balanced cash drawer to account for all funds
· Data entry of billing for library accounts 
· Handle calls and promptly forward them to appropriate person among 75 employees
· Maintained extensive filling system 
· Handling money, using point of sales systems for debit and credit card transactions
· Ability to work accordingly with administrators and co-workers 
· Capability to work in a company environment 
· Essential math skills and strong communication skills
· Working as a team member with the ability of multitasking 



Employment History 
· Seasonal October 2012-December 2013- Kohl’s –Lone tree, CO
· August 2011- May 2012- FRCC Media Center - Westminster, CO
· August 2009- July 2011- College Hill Library - Westminster, CO 
· September 2007 - December 2007- Bella Romero Elementary School – Greeley, CO
· July 2005 - June 2007- Cine Mark Theaters - Greeley, CO 




Education    
· Aims Community College- Criminal Justice/Elementary Education 
· Front Rage Community College- Elementary Education 
· Metro State University of Denver- Human Developed/ Elementary Education 


Salary Required
· Negotiable 
                                                      


