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I graduated from The Rocky Mountain College of Art & Design in 2005 where I received my Accredited BFA in Interior design. I have three years experience in Residential design and color theory.  

On my free time I also volunteered with the Sando’s Foundation for the Mexican Annual Salute.   This is a fund raiser that has been around for 26 years, it helps raise money every year for the Sando’s Christmas baskets and scholarships for the young Hispanic leaders.  We make baskets full of food and toys that we pass out all around the Denver Metro area on December 25th every year.   

I coordinated all incoming calls, organized the space plan of the studio.  I balanced the budget, ordered all supplies needed Audited all specification sheets Organize the volunteer list, delegate addresses and forms.  Handled the checklist for Turkeys and canned food.
Experience

ACCOUNT RESEARCH COORDINATOR, GREAT WEST FINANCIAL GREENWOOD VILLAGE, co 08-12

I am in charge of processing IRA, 401k withdrawal request on a daily basis.     Inputs data into the system to withdraw benefits from client accounts. Prepares cover fax or appropriate formatted letters to customers and/or clients. Writes detailed explanation of action taken for incomplete requests via system notes, to create proper audit trail.

I obtain missing information or clarification from clients within defined guidelines.  After researching customers accounts for all the details needed in resolving customer or system issues. 

After prepping the withdrawal I will route the customers request I will than route it on to the next step which will then be completed through SAP to have the check sent out to the customer.

I work under a very strict quality and productivity percentage expectations and not only met but, exceeded my expectations.

DESIGN COORDINATOR/ DECORATOR, JC Penney Aurora, co 06-08

The custom decorating department is a window treatment studio that works to satisfy client’s home decorating needs.  I set up consultation meetings to go out to the customer’s home and measure their windows and suggest the right color, texture and custom style for their windows.  We also have options of designing their bedding and custom pillows to help make their room come together. I help prospect around the new South Eastern Aurora development and make our department known around town.  I am in charge of orders from start to finish handling the customers, decorators, vendors and installer’s appointments.  I also place the orders and send the measurements to our fabric supplier in Utah.    I handle all the paperwork including the payroll, billing, client profiles, contracts, orders, associate referrals and travel expenses.

data specialist, american uniform denver, co 1999-06

Assisted with billing and order picking, helping with order taking and data entry.  In charge of filing, sales and warehouse employees. 
interior design internship, associates iii denver, co 2005

Associates II is a residential interior design firm that embodies earth sustaining principles specializing in using environmental friendly products.  

Assisted with the space planning for a home in Aspen Colorado.  

The design role on all selections including exterior materials, flooring, cabinetry, hardware, tiles, lighting and furniture selections.

In charge of the library up keeping and project presentation boards. 
interior design internship, scalamandre’ denver, co 2004

Scalamandre’ is a showroom in the Denver Design Center that specializes in fabric, furniture, wallpaper and their unique island cloth and trimmings.

I was in charge of taking orders maintaining the fabric library.  

I assisted the interior designers with their fabric and wallpaper selections.   

In charge of the window and showroom displays.

Education/ SKILLS

rocky mountain college of art & design, fider accredited, lakewood co.  bfa interior design 2005

Projects: Residential , Office, Furniture, and Restaurant & Retail Design.  Healthcare and Construction Documents

MINOR: Drawing & Painting

TECHNICAL SKILLS:

Auto CAD 2004-2006

Microsoft Office 

Microsoft Word 

Excel for documents and spread sheets

Macintosh

Microsoft PowerPoint 

Adobe Photoshop

Drafting
Rendering
Drawing  

Painting
Specifications of interior finishes and design theory
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