-Cathleen Villa
OBJECTIVE  To contribute my administrative, computer and customer service skills to the success of an organization

WORK HISTORY

Video Professor


Lakewood,Co



08/06-4/10

Customer Service/Warehouse Associate
· General accounting and clerical skills
· Shipping and receiving
· Navigating through Excel and Outlook
· Requisition requests/Customer follow up
Holden Marketing 


 Denver, CO


          01/06 – 8/9
Warehouse Associate
· Picking and pulling orders
· Sorting, receiving and distribution
· Inventory and cycle counting
· Some heavy equipment use 

WSI Personnel


Denver, CO



05/05 – 11/05

Warehouswe/Clerical


· Initial client contact providing a professional image 

· Utilized a multi-line phone system

· Registered and assured proper documentation for patients

· Receiving and distribution of mail

· Scanning documents into data base

City and County of Denver

Denver, CO



06/02 – 09/04

Administrative Assistant/Warehouse
· Supported accounts payable through organized clerical services
· Greeted and directed visitors
· Sorted and correctly distributed incoming mail
· Accurately input payroll information 
· Sorting, receiving and distribution

Goodwin Personnel


Englewood, CO


11/01 – 01/04

Medical Receptionist/Warehouse
· Greeted and gathered information from patients

· Maintained accurate records and files

· Scheduled appointments assuring proper flow of patients

· Requisition request

· General warehouse duties

QUALIFICATIONS


10-key by touch         Microsoft Word and Excel          Data Entry

EDUCATION

Front Range Community College
Westminster, CO

    Currently Enrolled

Human Services

5644 Killdeer St. 

Brighton, CO  80601

720.275.0825
cathleenvilla@comcast.net
-Cathleen Villa

Please consider my resume as interest in the position of Warehouse/ Packaging Technician.
As you will note, I am very experienced in all aspects of the Warehouse industry and  my math and computer skills are of the highest level.  I am efficient working independently but am also effective as a team member.   I consider the work I perform to be a service to customers and the organization and approach each task with an attitude of assistance.

I look forward to meeting with you to learn more about your company and to discuss how my experience can benefit your organization.
5644 killdeer St.
Brighton, CO  80601

720.275.0825
cathleenvilla@comcast.net
