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Objective
Hard worker with pass and present experience in food prepping, setting up events for Bar Mitzvah, Jewish Wedding.  Worked private parties served beer and wine.  I have always displayed excellent customer service skills in making sure guest are comfortable and satisfied.  Able to work as a team player in fast pace environment as well as along.  Ready to utilize my skills in the carding field. 
EDUCATION__
Institute for Business and Technology                                           Santa Clara, CA
08/03 – 08/04
Certificate – Laboratory Assistant/Phlebotomist

Sawyer College of Business                                                          San Jose, CA
02/85 – 12/85
Certificate – Administrative Assistant/Word Processing

Pasadena High School                                                                 Pasadena, CA
09/80 – 06/84
General Studies
 
Catering Skills      
Excellent communication skills.
Able to serve food within large catering area and operation.
Cleaning dining and kitchen area.
Serving food in an efficient, friendly manner.
Food prepping.
Excellent personal hygiene.
Skills
MS Word/Excel
Document Control
Type 50 wpm
Data Entry
Keeping Records
Sharp Listener                                    

Experience 
10/07 – 11/07    DDA, San Jose, CA
            		      Caller Verification
                  Made calls to Business and residence to verify that they received their Telephone       
                  Books.  Filled out tier forms for incomplete routs.

01/02 – 12/02   Village Iron Works, San Jose, CA
                        Office Assistant
                        Provided heavy telephone and Customer Service support.  Duties included
                        Opening of the office pricing and measurements for Wrought Iron gates and 
                        Fences.  Typing Proposals, faxing, communicated information through email.
                        Used Q B Pro 02 for estimates, invoicing, and sales receipts.

05/99 – 10/00.   Entegee Staffing Service @ United Defense, Santa Clara, CA
                         Administrative Assistant/Document Control Clerk
                         Provided support to Software Engineering Department.  Duties
                         Included document control, Processing Engineering Change Orders
                         And data entry.  Processed travel arrangements, Employee time cards, expense
                         Reports, scheduled and arranged meetings.  Setup calendars and Communicated
                         Information through email.  Coordinated services for setting up workstations for
                         New employees.  Used Ms. Word, Ms. Excel to process documents and used
                         Power Point to process information for presentations.
                                    REFERENCE AVAILABLE UPON REQUEST      
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