Pa Vue

10897 Gray Circle
Westminster, CO 80020
(720) 883-4510

Pavue06@yahoo.com
OBJECTIVE:

To obtain an entry-level position in an organization and develop a relationship with the company that will utilize my knowledge and skills.

.

SKILLS:

Microsoft Word, Microsoft Excel, Order processing, Sales,  Filing, Team Oriented, Receptionist, Cash handling, Retail, Customer Service, Detail Oriented, and Multi-tasking.

EDUCATION:

Hidden Lake High School







8/04 - 6/06
· GPA 3.5

· Leadership Award

Regency Beauty Institute                                                                    

8/09 – 2/10
EXPERIENCE:

Denver Ticket Company







3/08 – 4/13
Front Desk/Sales

- Receptionist, provide office assistance to Sales representatives and process FedEx labels for ticket shipping
-Shipping and receiving packages, organizing to the correct departments.

-Converting hard tickets into emails for prior placed orders & filling last minute orders for broker.
- Detailed oriented  by processing orders along with cross referencing information and managing customer relations along with data entering of invoices and purchase orders.
- Inventory control, managing office supplies, placing orders.
Boulder County Social Services





2/06 - 8/06
Front Desk Receptionist/ Claims Processing
· Greet guests going in and out of the building

· Scan, Verify, and Organize urgent documents for Boulder County

· Familiar with phone switchboard systems and Microsoft Windows/Office 2003

Coors Tek







6/05 - 12/05

Finished Product Specialist

· Inspect and calculate finished product and shipped to receiving department

· Operated machine press in the production floor and measured ceramic parts

Plato’s Closet







8/03 to 9/04

Retail Sales Representative

· Assist and answer questions for customers regarding clothing and special sales

· Checked in new clothes into the store and check out orders using the cash register

References: Available upon request
