Patricia Kay Leal
2809 W William Cannon #D-308, Austin, Texas 78745
(512) 964-5085 lealtricia@aol.com

Professional Work Experience:

Texas Department of Licensing and Regulation (512) 463-6599
Administrative Assistant Il| Oct 17, 2016 - April 30, 2018

* Performed mail operations, received, opened and date stamped incoming mail. Logged and
tracked incoming mail into Excel spreadsheet,

* Validated money and non-money mail batches and data entered into various agency systems.

* MS Office (MS Word, Excel, Outlook, PowerPoint, Internet, Adobe, etc).

Express Employment Professionals (512) 900-8708
Administrative Assistant Sep 30, 2016 - Oct 14, 2016
L

® Assistant and clerical for engineering firm, Neptune Wilkinson Associates Incorporated.
* Experience working with highly confidential records and information.

* Experience providing assistance to customers via direct contact, E-mail, or telephone.
* Word and Windows, Excel, WordPerfect.

BG Staffing (512) 481-1234
Apartment Leasing Agent Mar 01, 2015 - Sep 30, 2015

* Leasing office duties, including verifications and leasing.
* MS Office (MS Word, Excel, Outlook, Yardi).

Texas Comptroller of Public Accounts (512) 463-3892
Executive Assistant January 1, 1995 - October 30, 1997

* Performed tax research and technical writing including primarily performing highly advanced,
complex administrative duties directly for a Tax Policy Manager; and provided support and/or
direction to staff as needed in a very busy, multiple projects/deadline, detail oriented, and
highly confidential environment.

* Dependability in handling highly confidential matters, and the ability to communicate
professionally with the general public, taxpayers, attorneys, accountants, internal staff, verbally
in person and over the telephone and in writing via email and correspondence letter.

* Responsible for prioritizing the needs of the Manager regarding meetings, timeframes, travel,
and deadlines.

* Attended meetings, recorded minutes and distributes meeting notes.

* MS Office (MS Word, Excel, Outlook, PowerPoint, Internet, Adobe, etc).




Texas Comptroller of Public Accounts (512) 475-3560
Accounts Examiner July 1, 1992 - December 31, 1994 & November 1, 1997 - May 12, 2014

* Examined confidential records, tax reports, and documentation submitted by taxpayers and
their representatives.

* Examined taxpayer accounts to ensure proper application of payments.

* Provided complex technical advice and assistance to customers in person, via E-mail, or
telephone concerning requests for service.

* Interpreted and explained rules, regulations, policies and procedures of the State of Texas to
taxpayers in a heavy volume, fast paced environment,

* Investigated calls concerning status of applications and took appropriate action to insure
customer inquiry is resolved.

* Researched, analyzed, validated and processed applications for sales tax.

* MS Office (MS Word, Excel, Outlook, PowerPoint, Internet, Adobe, etc).

Education:

Texas State University (formerly Southwest Texas State University)
San Marcos, Texas Graduated 1982 Bachelors Degree
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Employment Application

Acrobat Outsourcing is an equal opportunity employer dedicated to non-discrimination in all employment practices. Acrobat
Outsourcing selects the best qualified individual for the job based on job-related qualifications regardless of race, age (40+),
color, religion, gender, national origin, ancestry, marital status, sexual orientation, disability or any other status protected by
applicable law.

i PLEASE PRINT |

N

% ]
Full Name 1(}&\«\? L (s g \)\_S_\gcﬁ B oV Date: (i"" \L( _ [ r&
Home Telephone ~f———— L—85'1-1:::;\—'!’(3Ieph»c:»nl}@\d‘:\\lO\\t:)\\\*g.) Qf& :5- 1
Present Addreg\%ﬁo\\ \b, \}_} L \gu\‘%-..\f\g\q ne O\ . ADVRDR ‘h(\»ﬁs\*n\fh. / 8 )HS
Permanent Address, if different from present address: OI {XV 5

Email Address \Q_o&l }'(('\_.L;L.u. G&L G\.:}\. LSt

EMPLOYMENT DESIRED |

N . =
Position applying fokm‘ :I\M‘N-Lm, CLNA\ C@z\i“l“h QJ}S;SaI_:r; desired: \'O .00 A=y \x\&D;AM* \g/

re you currently registered with any staffing and/or employment agencies? If so, please list
B 2Y &gi-{\-‘;" — -
N = Al pr o — -

Are you applying for: Full-time work? Ye‘-S;ﬁn;__ Part-time work? Yeﬁ': No__

[
Temporary work, e.g., summer or holiday work? Yes_“"No___ Frome&‘(\&—‘**@& <

How did you find out about our open ppsition(? (Please check fill in proper name of source):

Referral [[] Name of Referr ﬁ’“‘&x*@:yk Newspaper [] Job Fair ] Agency [] Company Website []
Other Web Posting [[]  Other Sourceclj / ' i)
Could you work overtime, if necessary? Yes¥  No___ If hired, on what date could you start working? %?:;;—\M

Please keep in mind that schedules and shifts may vary depending on position and season. Additionally, the hours may vary from
week to week, depending on the company needs. Please list only the times/days you’re available to work below.

SPECIFY HOURS SUNDAY MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SATURDAY
AVAILABLE
—_—— e — — . o ) v Yy o ’:‘ . ~
DAILY % Yo %--‘*;i«-—- % il WS e = = . -
e S 7 Z oo o™ g
T oo P — - ) s e ~ LS ~ YT
PM g O A e~ QD O \ 3w O9 (N0 |\ TR

Do you have any Vacations or extended leaves planned in the next 12 months? If so, please list dates:

PNve

.

E PERSONAL INFORMATION A =

v’ If yes, when? M '%Vd

Have you ever applied to or worked for Acrobat Outsourcing before? Yes___ No

Do you have friends or relatives working for Acrobat Outsourcing? Yes_Nef_/; If yes, please state name and relationship
¥ \ L l/

If hired, would you have a reliable means of transportation to and from work? Yes\~" No___

If hired, can you present evid%\q of your legal right to live and work in this country? Yes No__

State age if you are under 18 \\ If'you are under 18, hire is subject to verification that you are of minimum legal age to work.
% W

Are you able to perform the essential functions of the job for which you are applying? YesV No___
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If no, describe the functions that cannot be performed. (Note: We comply with the ADA and consider reasonable accommodation
measures that may be necessary for eligible applicants/employees to perform essential functions.)

W

Pursuant to any and all Fair Chance Ordinances, we will consider for employment qualified applicants with arrest
and conviction records.

| EDUCATION & SKILLS

NAME OF SCHOOL CITY & STATE _ GRADE OR DEGREE DID YOU GRADUATE?
- C e sss s | COMPLETED

b . . N N ,I\l—- = SRV : — -
)\T'Q%\W\\% 2R SR (\5@.\,\{ s SN P

Do you have any special licenses, certificates or special tralmng’? y

so please list under “Special’. '/(\-—CL_Q- N —qm ' NO
Are you computer literate? If so, list software knowtedge under YES NO
“Special.” [

Are you proficient with Point of Sales Systems? If, so please list @“ NO
which ones under “Special.” ] "

Do you have any other experience, training, qualifications or special YES ) NO

skills, which you feel make you especially suited for work at Acrobat
QOutsourcing? If so, please list under “Special.”

Speci SR m‘_} N N\ O W\Ll B A B T e

| EMPLOYMENT HISTORY |

List below all present and past employment starting with your most recent employer (last 10 years is sufficient). Account for unemployment periods of three \g_,}

months or more. P ¢ P\Q
Are you currently emp.'oyed? Yes___ No_\~ o If s0, may we contact your current employer? Yes___ No___ (.\'}c‘ s
‘:é IOIAR LRI~ NS SO SRR 3 ?f‘j(\f
Name and Address of Emplo - 3
TR \6\‘\ -
Type of Busines elephone N@L\\\O S Supervisor's N QN

Your Pos and Dutle&-\

SREES eSS Soga
Dates of Empl m/\q /\Qo L\)/—iu/\g

Reason for Leaving: i ’“\-

Name and Agcfm%loyer CCMMCW“&— &J\m DS e
Type of Busmesé—*‘\g i Telephone N E%U Q)\) 'ﬂ{\r\&%upemsor s Name o

Dates of Employment: Fmg‘)/\bm\\_)/\\*\/\(\o (\
Reason fc@-\\ 0>© \Q&\;&\_/ \\fib \Jﬁw it&"\ '0&\5

Name and Address of Em 08 m\\\\(\ \\&
<‘l§’

(g
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NN vt by A se
Type of Busin 3 %_ Telephone No_ﬁ%_) upervisor's Name \| (NN

Your Position and Duti

i St i&ww-n- e R

Dates ofEmploymen%/\;/\ < To 0\ /&)d/ \6/

Reason for Leaving=3' "\ SN A XT“{) @@J\S&_J %ﬁ&&b\ QAS:\\
ame and Address of Emm\ __%‘—)\/M &PN& SNeA_ ‘{J% Q\}\\}Qk_xk %\-‘f f?ak\L

%‘)\ﬁ%e\é&z’* =y Telephone NE@S‘)\‘\\:; 23:tgg‘é.lper\.rusu:)rs. Nar?m%g*-"““‘h Ao u«a“‘”\

Youw P / -
Dates of Employment: FM \ /0\'-97-0 \Q /&}"'/C\q
Reason for Leaving:&s %\}\J\m\_m W C‘}Qm\i\ﬁ- S

Have you ever been fired from any prewous place of employment?H, please explain:
\(—\

e W

MILITARY SERVICE

Have you obtained any special skills or abilities as the result of service in the military? Yes_ ( No_ﬁ__ )
If so, describe:
B JOB RELATED REFERENCES =]
ﬁ%

List below three persons not related to you who have knowledge of your work performance within the last three years.
Name:‘g&-"\;ﬁu\ si’é,&xkgm Telephone No.\:’g_\%‘) O\A\?}\ o )X
Address \\mj A\l QO // <

Oﬁa@%\@m ~_ Relations \\5‘@)\‘“ i c“ﬁﬁ""ber of Years Acquainted: \ K \y\"
Name: %_E@&mﬂ \%&u\x&@w Telephone ngm \'\O\r\ - é—\\

Address T\ g;_\\:'\_j(_e/\ /R_C}-D\-j\ (\.)Q\V‘-& - ] \ fa_\‘L \Q \hﬁ_?p‘,,/
L™ IS - ' A

OccupatiO—r::\é:-——'—' - Rm& Number of Years Acquainted: “A_g:\?(%

Namz)m_‘i%_& = 1 0 Telephone ‘Q of{u s \\'\O

Address - ]

RelatlonQﬁﬂ; RGN Number of Years Acquainted: S; §

Occupation:

(U5 ]
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§ Please Read Carefully, Initial Each Paragraph and Sign Below
@/2 ’

w
Ry
R

| hereby certify that | have not knowingly withheld any information that might adversely affect my chances for
employment and that the answers given by me are true and correct to the best of my knowledge. | further certify
that |, the undersigned applicant, have personally completed this application. | understand that any omission or
misstatement of material facts on this application or on any document used to secure employment shall be grounds
for rejection of this application or for immediate discharge if | am employed, regardless of the time elapsed before
discovery.

| hereby authorize Acrobat Outsourcing to thoroughly investigate my references, work record, education and other
matters related to my suitability for employment and, further, authorize the references | have listed to disclose to the
company any and all letters, reports and other information related to my work records, without giving me prior notice
of such disclosure. In addition, | hereby release the company, my former employers and all other persons,
corporations, partnerships and associations from any and all claims, demands or liabilities arising out of or in any
way related to such investigation or disclosure.

| hereby authorize Acrobat Outsourcing and its authorized representatives to solicit information regarding my
background, which may include but not be limited to, information about my employment, education, and/or criminal
history, which may be in the files of any federal. state, or local criminal justice and law enforcement agency and
general public records history.

| understand that if selected for hire, it will be necessary for me to provide satisfactory evidence of my identity and
legal authority to work in the United States, and that federal immigration laws require me to complete an I-9 form in

is regard within three days of my hire date.
Acrobat Outsourcing is an at-will employer. | understand that nothing contained in the application, or conveyed

during any interview, which may be granted or during my employment, if hired, is intended to create an employment
contract between me and the company. In addition, | understand and agree that if | am employed, my employment
is for no definite or determinable period and may be terminated at any time, with or without prior notice, with or
without cause, at the option of either myself or the company, and that no promises or representations contrary to
the foregoing are binding on the company unless made in writing and signed by me and the company's designated
representative.

| hereby acknowledge that | have read and understand the above statements.

{
I

Applicant’s Signature \\““UO ‘*}X"J’& Date(:}\_ ]LW“_(X




Interview Note Shee¢t

Applicant Information

Name: P"-H‘fﬁ'-_i'g\ Leal Intervie-wei(:mr"%\xh LO,\‘;‘_‘
|Date: q,/ )25 Rate of Pay: & ] - 3 i
Position (s) Applied for: ~ ‘ Referred by: -
Conc essipins
Test Scores _ o B ST ERT e T e A
Server /35 %|Bartender /35 %
Full-Time
Prep Cook /15 %|Barista /15 % S
Grill Cook /40 %|Cashier /15 %
Dishwasher /10 %|Housekeeping /16 % ‘@H

Total o

el T Bt
T =

in Food Service/Hspi |

=N

Public Transit

Open
Details:

Bistro 13 Long Black Tie

Chef Coat ef-Pz Knives -Slip S Other:
Would you recommend this applicant for Acrobat —— i — Other Languages Spoken:
Academy?
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