Judy Riojas-Regalado









	Objective


	To bring great customer service and maintain a positive and professional attitude. To bring my personal experience for the company’s best interest and to learn from the company to expand my knowledge and be successful. 

	Work Experience


	BAE Systems                                                              08/2014-

6500 Tracor Ln

Austin, TX 78725
Reprographics Service Operator

· Operate various types of copying and duplication equipment to produce copies for customer job requests.
· Maintained copiers in different buildings located throughout campus.
· Read meters on copiers for tracking material consumption and billings
· Respond to customer request through e-mails and telephone calls.
· Greet and assist customers when in copy center.
· Use daily different kinds of office equipment such as copiers; fax machine, binding machine and etc.
To maintain a professional work environment and assisted with keeping the company’s privacy.
Ricoh @ BAE SYSTEMS                                          11/2001- 07/2014
6500 Tracor Ln

Austin, TX 78725
Onsite Specialist
· Operate various types of copying and duplication equipment to produce copies for customer job requests.
· Maintained copiers in different buildings located throughout campus.
· Read meters on copiers for tracking material consumption and billings
· Respond to customer request through e-mails and telephone calls.
· Greet and assist customers when in copy center.
· Use daily different kinds of office equipment such as copiers; fax machine, binding machine and etc.
· Help assist Manager with monthly reports with two combined business.

· To present a friendly attitude and great customer service.

· Takes over lead of operation when Manager is out.
· Able to multitask and help support staff on assisting customers.

· Kept a great, organized, and safe work site.

To maintain a professional work environment and assisted with keeping the company’s privacy.
IKON Office Solutions @ UT Systems
210 W 6th St                                                            11/11-09/12

Austin, TX 78701

Onsite Specialist

· Sort and delivered mail for different departments

· Processed ,scanned and entered any UPS/Fed Ex/Office Max or Priority mail 

· Attended to 4 daily mail runs for pick up and drop off.

· Assisted customers in mail room for any business needs.

· Processed outgoing company metered and stamped mail.

To bring great customer service and maintain a good working environment.
Internal Revenue Service                                         04/11-06/11 

3651 S. IH 35                                                           04/10-06/10

Austin, TX 78741

Temporary Clerk

· Open, sort, stamped incoming tax forms

· Processed and delivered mail for different departments

· Assisted in Auditing forms for  proper completion

· Helped Assisted in mail room when needed

           To maintain a highly confidential work environment 

 Victoria Secret                                                             08/10-09/10

2901 Capital TX Hwy S.

Austin, TX 78746

Sales Clerk Temp

· Unpacking/Sorting Floor Merchandise 

· Assisted in Beauty department

· Communicated with management on Two-way radio with status of the store

· Greet/Assisted Customers

To bring great service and experience  to a variety of customers 
IKON Office Solutions@ Support Kids                        06/08-06/09

4201 Freiderich Ln 

Suite #175 

Austin, TX 78744                           
Supervisor/ Manager/Site Leader
· Prepared daily deposits for child support payments.
· Sort, stamp, open, scan and process for daily mail.
· Attend to executive mail material.
· Daily high volumes of data entry for preparing for payments.
· Answered phones as well as assist customers for payments.
· Used daily office equipment copiers, fax machine, scanner and  computers.    
· Worked with programs such as Microsoft word and Excel.
· .Prepared monthly reports for two combine business and maintain monthly inventory
· Supervised one employee as well as helped and assist with online job training.
     To Provide excellent Leadership and service to our customers. 
IKON Office Solutions@ BAE Systems                               06/01-05/08
6500 Tracor Ln

Austin, TX 78745

     Sr Onsite Specialist
· Operate various types of copying and duplication equipment to produce copies for customer job requests.
· Maintained copiers in different buildings located throughout campus.
· Read meters on copiers for tracking material consumption and billings
· Respond to customer request through e-mails and telephone calls.
· Greet and asst customers when in copy center.
· Use daily different kinds of office equipment such as copiers; fax machine, binding machine and etc.
· Help assist Manager with monthly reports with two combined business.

· To present a friendly attitude and great customer service.

· Takes over lead of operation when Manager is out.
· Able to multitask and help support staff on assisting customers.

· Kept a great, organized, and safe work site.

      To maintain a professional work environment and assisted with keeping the company’s privacy.
Texas.Net                                                                                    02/00-08/00
7801 N. Lamar Blvd., Suite A142

Austin, TX 78752
 File Clerk/Bill Department

· Daily mail outs to new internet customers

· Answer multiple phone line to assist customers with questioning about company

· High Volume of filing daily

· Help/Assisted Billing department when needed
To expand our customer network and maintain a great internet experience
      Today’s Temporary Service                                                     10/95-03/99
901 S. Mopac Expressway, Suite 300
Austin, TX 78746

Receptionist/Clerk

· Maintained the Front desk and administration duties

· Answered Multiple phone line

· Copying, filing, mail outs, 

· Assisted/ Greeted customers and directed them to different departments

To maintain a professional and positive attitude when representing the company and making it a great experience for everyone.
Hall Chiropractic                                                                       02/94-08/95                        

2407 South Congress Avenue # D, Austin
Receptionist/Front Desk

· Greeted/Assisted customers

· Assisted Patients with office forms and procedures

· Answered multiple phone lines

· Scheduled/confirmed appointments with patients

· Daily filing and faxing

· Prepared patient charts and records for Doctor

· Assisted Doctor to subscribe when needed.

· Assisted patients with therapy procedures

To maintain a great environment for patients and work flow for the Doctor



	Accomplishments


	Received Recognition of promotion to Supervisor/Site Leader

Dedicated all four years of High School to the Varsity Drill team


	Skills and Knowledge

	Microsoft Word, Excel, Spreadsheet, Scan, fax, copy machine, Register


	Interests


	Running, Cooking, Reading


	Education


	Travis High School
1211 E. Oltorf Austin, TX 78704

Dates attended: From August 1984-June 1988 

(Graduated Diploma degree  06/1988)
Fulmore Middle School
201 East Mary Austin, TX 78704

Dates attended: From August 1982-May 1984
Langford Elementary School
2206 Blue Meadow Drive 

Austin, TX 78744 
Dates attended: From August 1975 –May 1982


	References


	Aldo Vargas
512-929-2581

Maria Rizo

512-560-4068

Diane Hernandez
512-425-5888



512-872-0009(c)


Judy_riojas@yahoo.com








