Sharae J. Banks
14195 E MONTVIEW BLVD
AURORA, CO 80011
(720) 987-1567
(303)355-5617
jasahbanks@yahoo.com
 
OBJECTIVE
To obtain a customer service position one which will allow me to utilize my skills and experience as well as growth.
 
SKILLS SUMMARY
 
•           Motivated customer service professional who provided excellent levels of service to both internal and external customers.
•           Excellent written and verbal communication skills, with an eye for detail  
•           Extremely productive in a high volume, high stress environment
•           Work well independently or as a team player
•           Self-starter with a can do attitude
•           Solved customer problems and handled inquiries
•           Cooperative and enthusiastic
•           Proficient in Microsoft office suite
 
WORK HISTORY 
 
Taco Bell                                                                               Denver, CO                                       09/2005 – 02/2006 
Cashier 
Responsible for operating cash register, processing customer purchases, taking orders, preparing food, keeping area and facility clean. 
 
State Farm Insurance                                                            Denver, CO                                       05/2006 – 08/2006 
Summer Youth Receptionist 
Responsible for opening office doors, answering phones, greeting customers, operating cash register, filing and faxing documents, looking up customers’ accounts, sorting mail, mailing insurance cards to customers and cleaning the facility. 
 
Kid’s Station Family Childcare                                             Denver, CO                                      09/2007 – 12/2007
Volunteer Team Leader Assistant 
Responsible for preparing lunches for the children, cleaning and sanitizing the kitchen and childcare center upon closing and assiste Responsible for opening and sorting mail, putting them in correct order and forwarding to appropriate department. 
d the children with their homework. 
 
Olive Garden                                                                          Denver, CO                                      02/2008 – 05/2008 
Hostess 
Greeted, seated and served customers, prepared condiments, prepped restaurant in the morning prior to opening and cleaned the restaurant upon closing. 
 
Holden MSS                                                                          Denver, CO                                      09/2008 – 01/2009
Data Entry: Mail Opener 
Responsible for opening and sorting mail, creating and/or updating student yearbook accounts, taking phone orders, processing and entering data on client accounts. 
 
Remedy Staffing (Placed at Department of Revenue)          Denver, CO                                       04/2010- 05/2010 
Mail Sorter
Responsible for opening and sorting mail, putting them in correct order and forwarding to appropriate department. 
 
Udi’s healthy foods 
12/2010-02/2011                                                                    Denver, CO 
It was light warehouse work I packed finished products, label boxes and cleaned. 
 
Remedy Staffing (Placed at Department of Revenue)         Denver, CO                                       04/2011- 05/2011 
Mail Sorter
Responsible for opening and sorting mail, putting them in correct order and forwarding to appropriate department. Company.
 
EDUCATION
Montebello High School                                                        Denver, CO                                           2004 to 2008 
        High School Diploma

