

	Rose VillarealR


3485 East Hills Drive, San Jose, CA 95127

Phone: (510)689-8694
Email: 
andrew.villareal@omicadet.org

─EDUCATION─

Certification in Office Administration
Job Corps, San Jose, CA
In Progress

American Red Cross C.P.R. Certification 
Job Corps, San Jose, CA
March 2015


High School Diploma 
San Leandro Adult School, San Leandro, CA
June 2013

Certification in Leadership 
Job Corps, San Jose, CA
February 2013
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[bookmark: _GoBack]─WORK EXPERIENCE─

Year Up bay Area, San Jose, CA       
Front Desk Receptionist                                                      02/16 - Present
· Take inventory and organize office supplies
•  Organize clothing in the student clothing supply closet
•  Manage cleaning operations for the whole office
•  Schedule office meetings
·  Prepare informational folders for events
· Meet and Greet guests

Best Burgers,  San Leandro, CA            
Waitress                                                                     01/27/14 - 01/23/15                                                                               
• Prepared and packaged meat and condiments
• Manage cleaning operations for kitchen facility 
· Operated cash register
· Met and greeted customers 
· Took customer orders


─SKILLS─

· Familiar with common software applications (i.e. Microsoft Office, Internet Browsers, PDF Readers)
· Familiar with Google docs
· Keyboarding: 35-40 WPM 
· Excellent verbal and written communication skills
· Critical thinking skills




