NATHALIE MEJIA
          1508 Almaden Rd San Jose, CA. 95125 (669)243-9241
Nathalie.Mejia2017@gmail.com


OBJECTIVE: To achieve a position that promotes growth and responsibility.


SKILLS:	∙ Customer service				∙ Communication 
		∙ Ability to maintain confidentiality		∙ Cash Register					             ∙ Microsoft Word			             ∙ Ability to work unsupervised
∙ Sales						∙ 10-key
		∙ Inventory					∙ Typing/Telephone/Filing
∙ Bi-lingual					∙ Friendly
		∙Outgoing				∙ Patient	


EXPERIENCE:
Office Assistant-Silicon Valley Career Technical Education (SVCTE)- San Jose, CA 8/15-6/16

· Do data entry
· Answer phones
· Fax, file and make copies
· Assist instructor and office staff 
 
Pizza Hut- San Jose, CA 11/15-Present

· Do data entry
· Answer phones
· Customer service 
· Cashier 

Volunteer- After-School Program - San Jose, CA. 04/14-8/14

· Provided academic and physical assistance to students 
· Assisted kinder-8th grade students with homework in different subjects
· Guided children in recreational activities like arts & crafts
· 

 EDUCATION:  Silicon Valley Career Technical Education-Office Careers Certificate – 2016
Willow Glen High School – Diploma-2017	
		Unitek College- Medical Assisting 
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