                                                                  Diana Segovia
383 Palm Ave. Apt C
Imperial Beach, CA 91932
(619) 908-0144
dm.segovia@yahoo.com

 Job Objective: To obtain a secure and challenging position within an organization that will best utilize my skills and experience for additional growth and advancement opportunities.
 Skills/Abilities
· Experience providing customer service and administrative assistant.                                                             An unwavering commitment to customer service, with the ability to build productive relationships, resolve complex issues and win customer loyalty.                                                                                                                                     Strategic-relationship/partnership-building skills -- listen attentively, solve problems creatively, and use tact and diplomacy to find common ground and achieve win-win outcomes. 
· Problem solving, leadership and communication skills are some of the qualities developed from my experience as an able customer service agent.
· Bilingual (Fluent in English and Spanish reading and writing) as well as computer skills.
· Sales experience and a self motivated team player. 
· Restaurant/ Bar  experience (POS) 5 years

 Professional Experience
       Server/ Bartender
       Andale restaurant and cantina
.      January 2019 – Oct 2021
       Lead Bartender 
       Salucita 58 Flat Bonita Ca.
       August 2019 – May 2020
       Cash handling 
       Bar Tender/ Server
Touchstone Golf  San Diego, CA
June 2014 – August 2019
Cash Register
Serve food to our customers
Provide alcoholic drinks to our patrons
Inventory
Secretary
A+ Portable Services Hawthorne, CA
September2008 – May 2014
       Assist clientele as they enter office and via phone.
Perform filing, data management, drafting and editing short office memos.
Assist with all other office administrative duties.
Cash handling, sales, customer service etc.
      Instructional Aide
      Hawthorne School District Hawthorne, CA
      March 2005 – May 2008
      Inputting data, office errands, internship and alumni updates. 
      Scheduling appointments and assisting students register and find information.
      Assist teachers
       
Education/ Training  Hawthorne High School Graduate 2003 El Camino College 2005
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