Chrystal Wycoff
· 8960 Ithaca Way, Westminster, CO  80031
        720-544-1950, wycoffchrystal@yahoo.com  
Offering
          Excellent skills in office protocol including phone etiquette, maintaining accurate files

Strong customer service skills and a positive attitude

Self-motivated professional who works well as a team member and completing tasks independently

          Dependable, task-oriented worker who can be counted on to do what it takes to accomplish goals
          Skilled MS Office, data entry, math proficiency, and office equipment use
Education

· Graduated from Community College of Denver with an  Associates in Administrative Assistant December 9, 2013
· Certificate in Medical Clerical, Community College of Denver. 2009

· Courses: Medical Office Administration, Medical Terminology, Customer Service in Health Care, Computer Keyboarding and Computer Applications, Communication in the Workplace
· Diploma, West Albany High School, Albany, OR

Employment History
Internship for Gustavo Rivas and Anthony Brown/ Community College of Denver Call Center
September 2013 to December 2013

· Responded to e-mails

· Created newsletters in Microsoft Publisher

· Organized file cabinets/ created an inventory supplies list

· Created files and filed paperwork

· Put together Financial Aid Training Manuals for other employees
Work-study for Gustavo Rivas/ Community College of Denver Call Center
 August 2013 to December 2013

· Answered Admission and Registration calls

· Responded to e-mails

· Click to Chat

· Main line calls
Work-Study for Jackie Carpio
March 2011 to May 2011

· Filed papers

· Helped other students

· Answered phone

· Made copies

· Designed signs on the computer
Candlewood Suites, Golden, CO, Housekeeping, April 2010-August 2010
· Prep suites as a group

· Clean suites

· Take items to guests as needed

· Check for clean or dirty rooms
Inventory Associate. WIS International, Denver, CO/Portland, OR.  2009 - 2010

· Scanned merchandise using handheld data collector, the Wisard
· Entered data into Wisard machine and entered information into the Wise and Wisdom format

· Traveled to customer locations each day under a flexible schedule

· Worked in a team environment to accomplish inventory goals and related tasks

· Scheduled inventory call with store managers

· Prepared inventory for scanning and ensured accurate count of product
Medical Clerk, Denver Health Medical Center, Denver, CO. 2009 (Internship)
· Performed a range of clerical work in support of the Volunteer and HR department
· Served as a receptionist, answering phones, filing and performing recordkeeping duties 
· Entered volunteer information into Excel 
· Prepared letters to customers and staff

· Assembled information packets for new volunteers

