Viridiana Medina      
Email:medinaviridiana89@yahoo.com
Cell phone: 720-731-4437
Northglenn CO, 80233

Experience
Eldon James Corporation 
Quality Control, Commerce city, CO 03/2021 to 07/2021 
· Inspect medical supplies.
· Make labels.
· Package.
· Inventory.

MKS Industries Inc.
Warehouse Worker, Boulder, CO 05/2020 to 03/2021
· Maintain accurate order and shipment for inventory documentation to facilitate timely material flow.
· Washed parts to be packaged.
· Follow inventory sheet. 

Community Leadership Academy 
Receptionist, Commerce City, CO  08/2019 to 04/2020
· Greeted visitors, assessed needs and directed to appropriate personnel.
· Answered and directed incoming calls using a multi-line telephone system.
· Took accurate messages for staff and management to facilitate open and speedy communication.
· Maintained daily calendars, set appointments, and planned daily office events. 
· Prepared, complied and filed documents as well as reports presented to various parties.
· Received incoming packages and mail, dispersed parcels and correspondence and shipped outgoing items daily.
· Processed payments and updated accounts to reflect balance change. 
· Sorted incoming mail and directed to correct personnel each day.
Epac
    Slitter Operator/Packaging, Louisville, CO  04/2017 to 07/2019
· Responsibilities on slitter: Kept machines running at peak efficiency to meet demanding production targets, inspected printed products for clarity, color accuracy, and conformance to provide specifications, and accurately setup fold, adjusting roll mechanism, tension and guide devices.
· Responsibilities in packaging: Quality inspection on bags before packaging them. Matching the job number with the right work orders.


Amazon
Material Handler, Aurora CO, 01/2016 to 04/2017
· Operated equipment with focus on safety and efficiency.
· Loaded completed orders on bins according to delivery numbers.
· Monitored production deadlines and inventory allocation.
· Gained complete understanding of duties and job tasks for each shift, prioritizing those requiring immediate completion.

Admas 12 five-star school
    Warehouse Associate, Thornton, CO  06/2015 to 01/2016
· Inventory, Stocking, assembly and packaging.

Kohl’s
    Sales Associate, Thornton CO 07/2014 to 06/2015
· Customer Service, Cash handling, and Inventory.

Summary
Objective: To find a career where I can succeed and grow with the company.

Skills:
· Team player
· Fast learner
· Ability to work independently and with others
· Microsoft
· Excel
· Ability to work well under stress
· Customer Service 
· Inventory
· Troubleshooting
· Bilingual

