Mindilee Wallbank
33828 Mineral Lane
Pine, Co  80470
720-382-9390

Objective:  To find a quality position for a stable company that will appreciate my attention to detail and superior work ethic. 
Qualifications:  
	•	Exceptional versatility and adaptability.
	•	Dedication and drive as a hard-working individual.
	•	Excellent  communication and team-building skills.
	•	Ability to manage multiple tasks in a pressured environment.
	•	Willingness to learn and strive for perfection.
	•	Compassionate and caring.
Professional Skills:
	•	Administrative responsibilities which include answering phones, documentation, customer service, and knowledge of computers.
	•	Working as directed and taking the initiative to figure out problems and finding solutions.
	•	Planning out daily functions, including pulling and filling orders, managing inventory, ordering supplies and running end of day functions.
Accomplishments:
	•	Outgoing, professional, and a self starter.
	•	Attention to detail.
	•	Good oral and written communication.
	•	Positive attitude.
	•	Knowing that at the end of the day I perform to the best of my abilities with a smile on my face.
Education:
	•	Metro State College of Denver	 General Studies	            93/94
	•	Denver Technical College		 Associate of Applied Science	94/96
	•	Community College of Denver            Pre Nursing                            02/03
Employment History:
	•	Shipping Manager	Urban Maille 68 Lazy Lane Pine	Aug 07/ April 11
	•	Waitress		Mauro’s Aspen Park			Feb 07 /May 07
	•	Personal Nanny	Michele McFarland Evergreen	Aug 06/Feb 07
	•	Paraprofessional	Deer Creek Elementary		Aug 05/May 06
	•	Paraprofessional	Denver Public Schools		Jan 05/Aug 05
	•	Data Entry		Lap Corp Englewood			June 01/Sept 01
	•	Externship		Dr. Flory Kruetter			Jan 96/May 96
	•	Secretary/Collections	Drs. Law, Rosenberger, Moore, SA	Jan 95/Aug 96
	•	Secretary/MA		Dr. Carl T. Newman, Urologist	Dec 94/Jan 95 


