Monika Jones
San Jose, CA 95125
Cell: (415)691-1512
Email: jonessmonika91@gmail.com
Objective: To obtain employment with an organization that has room for growth, also where I can utilize my skills
Skills & Abilities:
❖ Able to type 40 to 50 words per minute                                   Over 6 years of customer service experience
❖ Extensive experience using cash registers                                Experience with opening and closing stores 
 Experience:
Nordstrom Logistics Processor  
San Francisco, CA
November 2017 - Present
•Fulfill customer orders from store inventory in a timely manner following quality standards, with a high fulfillment percent and sense of urgency
•Utilize inventory management systems to scan, process and research merchandise shipments in accordance with our inventory control processes
Tenderloin Housing Clinic   San Francisco, CA Desk Clerk          March 2016- November 2017
• Answer phone in a professional and helpful manner, take messages, and transfer calls as needed.
• Greet tenants, staff, and visitors cordially to the hotel and set a hospitable tone.
• Receive and appropriately direct and/or respond to tenant complaints, work-orders, and other tenant concerns in a timely and efficient manner and with excellent customer service.
• Ensure security of the hotel by utilizing video surveillance and conducting hourly rounds to monitor all entrances, common areas, and building perimeter, and swiftly respond to and appropriately report all safety issues, crises, emergencies and all other concerns. 
• Log all visitors in and out of the hotel and enforce the San Francisco Uniform Hotel Visitor policy and all THC policies regarding visitors.
• Observe and report tenant lease, house rules, and all policy violations in a timely, accurate, and appropriate manner.
• Participate in keeping the hotel interior and perimeter clean by taking trash bins in and out, sweeping lobby area, and occasionally providing minor janitorial support.
• Receive, sort, secure, and hand out mail to tenants and staff
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Starbucks/Macys                   San Francisco, CA
Barista/Sales Associate                                                                      November 2013 - March 2016
Retail Sales Associate / Barista 
• Meeting and making a connection with customers, asking questions and listening to shoppers' needs, then giving options and advice on meeting those needs
• Inspiring the customer to buy, celebrating the purchase, and creating a lasting positive impression of you, Macy's, and the purchase
• Maintain a professional attitude with sincerity and enthusiasm reflecting Macy’s commitment to our customer – the most important person in our stores 


Walgreens Service Clerk         San Francisco, CA                            April 2010 - November 2013
• Provide friendly, courteous and efficient service to Walgreens customers
• Process customer purchases and transactions using cash register 
• Conduct merchandise ordering  also take store inventory of products
• Maintaining store signage and displays
• Keeping front end of the store clean for customer’s desire.
 
Education:
San Francisco City College              In Progress
Independence High School, San Francisco, CA                      Graduated                  High School Diploma

