Virginia Salazar
7395 Krameria Dr
Commerce City, Co 80022
(Cell) 720-297-5330
salavirg18@yahoo.com



Objective:
An entry-level position in customer service, with opportunity for advancement. 


Summary or Qualifications:
Well organized and efficient
Fluent in Spanish and English
Quickly learn procedures and methods
Skilled at encouraging others and developing rapport
Self- motivated and assertive

Work Experience
H&R Block  02/2014 to 04/2014
              1.   Client Service Professional
Answered Phone calls   
Greet Clients
Filling Duties                                                                                                                                                                                             



Jeppeson Sanderson, 05/2011 to 07/2011
               2. Production Specialist 
Insert pilot maps
Quality check
 Trained new temps



Excel Personnel, 02/2010 to 05/2011
                    3.  Assembly
 Insert pilot maps
 Pull pilot books from shelf
 Made sure all bags were sent in order
Burger King, 04/2009 to 10/2009
                     4.  Customer Service Representative, 
Successfully worked in fast paced environment
Received payments and made change
Notified kitchen personnel of shortages and special orders
Denver Housing Authority, 01/2009 to 04/2009
                     5.  Youth Liaison
Assist coordinator with activity planning
Perform copying and filing duties
Tutor school age children
Supervise after school program
Provide appropriate curriculum for youth
Education
Life Skills
01/2003 to 05/2003
Volunteer:
Denver Youth Opportunity Program
References:
Available upon request 


