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Objectives
To secure a position with a company where I can fully utilize my computer skills  
Education
03-11- 11-12 | business services certificate 
Keyboard training ,Ten key training ,Customer services, Sales rep 
Experience
05-11 – 10-12 | Office Manager Assistant 
D.C.P. 
Input customer information in computer data base 
Filing 
Cold calling  
Creating client intake sheet.
Farmers insurance  12-10-02-11
Front desk receptionist
Filing, cold calling, managing phone calls 
American family insurance  05-11-07-11 
Front desk receptionist 
Greeted customers filing, manage phone calls,
 Receiving payment 
Skills
Experience as front desk receptionist 
Operates standard office machines  such as computers ,faxes , scanners, and copy machines 
Familiar with Microsoft word ,excel ,and power point 
Maintaining a organized office 
Excellent customer services 
HELLO 
[bookmark: _GoBack]    My name is Araseli Talavera. I graduated at the community college of Denver. I have taken classes in customer services, keyboard, ten key, and got my certificate in business services. I have experience as a front desk receptionist. I am very dependable, determined, and a people person.  Always willing to learn new things. I have worked for Farmers Insurance, Immigration law offices, Denver Community Painters, and others I will be more than happy to send over references upon request .  Please give me a call @ 720-329-6853.  I hope to hear from you soon Thank you for your time.
                                                                                                                                     Sincerely 
                                                                                                                                                Araseli Talavera     
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