Callie Nolasco-Beltran

1821 Viola Place
Costa Mesa, CA 92627
(714) 290-5245
email: calliecreations@yahoo.com


OBJECTIVE

Seeking a challenging career opportunity where my abilities will be effectively utilized.  A position that may offer a broad spectrum of experiences and opportunities for professional growth and advancements.  A team player looking for the right team!

SUMMARY OF QUALIFICATIONS

Twenty-five years experience in administration, management and general accounting skills.  Thirteen years experience in food service and catering.  Bachelors Degree in Interior Design, creative, talented and artistic.  Personal attributes include the ability to work well with people, considerate, energetic and capable of doing a job as promised with pride.

PROFESSIONAL EXPERIENCE

October 23,2013 – Jan. 10, 2014 The RITZ & Garden, Newport Beach, Mgn. Judy or Becky 949-720-1800

Server
Seasonal job for the Holidays to the closing of the Newport location which is set for Feb. 15,2014
Extra busy this year, being the last Christmas at this location.
June 30 2013 – Aug. 31, 2013 Tivoli Terrace, Laguna Beach, Manager: Eric or Patrick 949-497-3729
Server

Summer job open only at the same time of the Art Fair/Pageant of the Masters. Night shifts, 4hours, six tables anywhere from 2 to 12  a table.  Wine and Dine, and have them out happy and as soon as possible.  Every night a full house and all customers need to be out no later then 8:30 to be on time for show. Lunch shifts more relax, I was both bartender and Server and worked alone many times.  Average sales appox. $1,000.00.  Many days over the two months I pulled double shifts whenever needed.  Great job, Happy people almost all the time just out having a Wonderful Time Enjoying Life!
April 2007 – June 2013  Mimi’s Café, Costa Mesa, Ca.   Manager: David 760-686-4142
Server, 

Responsible for 5 to 8 tables.  Fast pace restaurant and bar, work the dinner shift.  Repeated customers that have requested me.  Management has also received emails and many praises from customers regarding my service.  I have always make it my top prior to assure my customer’s excellent service every time.  

1999  -  Present    ARCHAVISION INTERNATIONAL  James Adams, owner 949-254-0348
Office Manager

Responsible for all accounting services which include payables, receivables, reimbursable, and travel expenses. Oversee Human Resource services for a staff of 9 employees, i.e., payroll, coordinate medical benefits, new hires, terminations, etc.  Assistant to Senior Interior Designer.  Purchasing, selection of furniture, fabrics and design concept. Currently since the set backs in the economy, we were force to reduce our staff, including myself to part time at which time at went to work at Mimi’s Café’.  Now I fine I enjoy working both jobs and have proven to Mr Adams that I can still run his business on a part time basic, so it has work for both of us.  Hours are pretty much left up to me TBD.
Food service and Catering Experience

1988 – 1994

Catering by Callie

Established my own catering business doing wedding, private parties and worked the Newport Beach Christmas boat parade for five years working on various yachts, menu created by the client. 
1989 – 1999


Leonard Chaidez Landscape

714-774-8121

Business Manager

Provided all necessary executive administrative support for the Senior President, Vice President.  Responsible for all accounting data for financial statements, controller of all business, bookkeeping and administrative decisions.  Human Resource services for staff of 65 employees, i.e., payroll, and fleet of 25 vehicles.

RELEVANT SKILLS

EDUCATION

Interior Designers Institute, Newport Beach, CA., Bachelors Degree


Saddleback College, Mission Viejo, CA., Business Administration

References and Portfolio available upon request. 
	
	· Windows 95
	· MS Excel 97

	
	· Works 4.0
	· Business Works

	
	· Quick Books Pro
	· 10 Key by touch

	
	· Lite-typing 
	


