RACHEL SALAZAR
3651 S. Cherokee St. Englewood, CO 80110
720-935-8485 · mizzmerie@gmail.com
 
Work of experience
August 2013 - Present

Littleton Public Schools

Operations Management

·               Perform cleaning and maintenance duties etc.

·               Maintain building, grounds and equipment to proper health and safety standards

June 2012 – August 2013

Denver Public Schools                                                   Denver, CO

Operations Management

·               Perform cleaning and maintenance duties etc.

·               Maintain building, grounds and equipment to proper health and safety standards

August 2011- January 2012

Receptionist Morrison Law Firm                                    Denver, CO

·               Answer calls in professional manner

·               Compose word documents

·               Typed court files

    Schedule appointments for the department

January 2010 – May 2010

Receptionist University Colorado Hospital                       Aurora, CO

·               Answer calls in professional manner

·               Compose word documents for patient records

·               Type files

·               Schedule appointments for the department

June 2008 - September 2008

Goodwill                                                                             Littleton, CO

Production

·               Conferred with department supervisors to help with customer service, progress of completion dates.

·               Assembling products, handling products, equipment and materials.

·               Compiled reports on progress of work, and production problems.

Retail

·               Register operation through the handling of cash and credit card transactions.

·               Maintain a clean and sales floor for fellow employees and customers.

·               Balanced and closed cash drawer.

August 2003 - June 2004                                              

 Regis University                                                               Denver, CO

Print and Copy Center Room

·               Answered incoming phone in a professional manner

·               Composed MS Word documents for fliers, letters and cards.

·               Stocked, coiled, cut and bind paper.

Mail Room

·               Packaged pamphlets.

·               Delivered packages around the campus.

·               Counted and sorted incoming and outgoing mail.

Education
August – Present             Arapahoe Community College            Littleton. CO

·               Criminal justice

Community involvement
March 2004 - March 2005              St. Anthony’s Church         Denver, CO

·               Served food and clothes to homeless people in the community

