JAVIER RODRIGUEZ 
2303 S.Vaughn Way Apt 315
AURORA COLORADO 80014
COLORADOJAVI@YAHOO.COM
[bookmark: _GoBack]720-998-1357

Objective To obtain a challenging position where I can utilize my skills and abilities to help benefit the company. 

Qualifications 
Bilingual, fluent in writing English and Spanish
Proficient in Microsoft  Office, Paragon
Ability to get along with co-workers at all levels 
Task oriented and capable of performing multiple tasks 
Excellent communication skills and paying close attention to detail
Team player that works well under pressure situations and meets deadlines

Experience 
June 2008 - Present Money Management International/Support Counselor
Basic accounting and disbursing of funds following specific disbursements guidelines
Ensuring that all delinquent queues are worked on 
Responding to clients or creditors through one-on-one telephone inbound and outbound calls
Reviewing client’s information and documenting accurate notes after each incoming call
Investigating any client or creditor issues regarding missing payments, payment histories, held funds 

Jan 2007- Dec 2007 Brooke Insurance Agency CSR
Help Customers with billing and coverage questions
Make recommendations according to customer's needs and rate plans
Assist on quotes, prepares policies, and process paperwork
Handling high volume of incoming telephone calls with customer questions 

Bunzl Distribution
Nov 2005-Dec 2006-Warehouse Lead
Performed loading and unloading trucks on a daily basis
Assigned tasks of order pulling to group of 6 employees
Reviewed job orders to ensure set delivery schedules of delivery trucks
Conducted inventory counts and placed orders as needed based on inventory

Education 
Aug 1996 -  Feb 2000 	Aurora Central High School
Mar 2001 - Aug 2001 	Community College of Denver


