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	(720) 226-1300
z2kkay@yahoo.com



Objective	To secure a position with a stable and profitable organization, where I can be a member of a team and utilize my experience to the fullest.
To obtain a position in a professional environment where my skills are valued and can benefit the organization. [image: ]
Skills	Communications
Good written and verbal presentation skills . Use proper grammar and have a good speaking voice. 
	Interpersonal Skills
 Able to get along well with co-workers and accept supervision. Received positive evaluations from previous supervisors
	Flexible 
 Willing to try new things and am interested in improving efficiency on assigned tasks.

	Hard Working 
 Throughout high school, worked long hours in strenuous activities while attending school full-time.
	
	Attention to Detail
Concerned with quality. Produce work that is orderly and attractive. Ensure tasks are completed correctly and on time.
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Experience	Student Assistant	Dec 2012-Present
	University of Colorado Procurement Service Center
	Distributed mail and internal correspondence.
	Greeted and directed professional visits.
	Organized, Scanned and Linked old invoices 
	
	Sales Associate	Aug 2012- Dec 2012
	Fusion Federation
Dealt with client problems and complaints keeping cordial and helpful.
Analyzed customer needs, volume potential, discounts, price ranges and planned sales campaigns to achieve the company objectives.
Consulted with clients to know their expectations and worked under budget limitations.
Managed daily operations, dealt with customers and supported and worked with the management to motivate growth.
Organized items, controlled inventory and cleaned the store.
Maintained and completed leads and sales processes in accordance with the company policy
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Education	University of Colorado at Denver	2012-Present
     1250 14th St, Denver, CO 80202
     (303) 556-5600
	Undergraduate Biology Major
	
	Hinkley High School	2009-2012
	1250 Chambers Rd, Aurora, CO 80011
	(303) 340-1500
	High School Diploma
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References	Kaye Stewart-Hicks	(303) 764 3405
	University of Colorado Procurement Service Center
	Supervisor
	
	Melody Brown	BROWN.MELODY@UCDENVER.EDU
	University of Colorado Denver
	Counselor
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