Ricky Gallegos
111 Taylor St. San Francisco, CA 94102
(415) 424-9225, rricky.jrgallegos82@gmail.com

SKILLS SUMMARY
Administrative Assistant
· Greeted clients and triaged their needs confidentially
· Redesigned the office scheduling system to ensure employee attendance
· Integrated data from existing records into new record keeping system
· Trained new employees to provide excellent customer service
· Operated computers, printers, scanners, and phones to perform office administration tasks 
Barista
· Took customer’s orders and prepared drinks and food to their specifications
· Followed companies protocols and policies regarding food and drink preparation and customer service
· Handled cash and credit card transactions 
Telemarketer
· Delivered prepared sales talk, reading from script that described products and services
· Explained products and services and answered customer’s questions
· Adjusted sales script to better target the needs and interests of specific individuals 
· Obtained customer information such as name, address, and payment information 
Package Handler 
· Loaded packages onto conveyor belts and delivery trucks 
· Packed and sealed materials in accordance to company instructions
· Managed cycle counting and inventory control procedures
· Organized and cleaned warehouse and work area
WORK HISTORY
Administrative Assistant								1 year
· HealthRight360, San Francisco, CA
Barista											8 months
· Peet’s Coffee, San Francisco, CA
Telemarketer										2 years
· [bookmark: _gjdgxs]Media Promotions, San Francisco, CA
Package Handler									1 year
· Planet Out Inc., San Francisco, CA

EDUCATION
GED, Albuquerque Job Corps Center, NM

