Customer Service & Office Management

Offering an excellent track record proven to excel in every aspect. Great in
high-volume areas which include...

Construction billing/filing - Customer service - Assembly

Key skills
o Ability to organize and provide world class customer service by

researching and analyzing customer issues resulting in 100% satisfaction at
all times.

e The ability to develop a comprehensive rapport with clients and ensure the
complete accuracy of my work.

e Follow up and see to it that all parties are satisfied and left wanting to
return.

o Fully able to work both independently and as an integral part of a team
effort to achieve goals.

Professional experience

MBR Construction Billing & filing
Aurora, Co Office management
2005-2009
Aerotek Staffing Assembly, warehouse,
Denver, Co OSHA environment
Sorting and packaging
2010-2011

Professional Objective

A challenging growth-oriented position in office, assembly, or similar
atmosphere in which professional experience, proven skills, training, and a

commitment to excellence will have valuable application.

Education

High school diploma West High
2005

***Numbers and addresses available upon request.
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