Angelica Jauregui
(818) 299-1911
a2jauregui@gmail.com
20929 Parthenia St. #25 
Canoga Park, CA 91304

Objective: I am ready to utilize my attributes and experience to bring additional value to this organization and to demonstrate my ability to work with exceeding satisfaction.

Skills and Abilities
· Strong interpersonal and problem-solving skills
· Self-motivated 
· Team Player
· Ability to work in a fast paced environment  
· Bilingual (Spanish)

Employment

Tarzana Treatment Center Inc.                                                                                            February 2018- Present 
18700 Oxnard St, Tarzana, CA 91356 
Clerk II  

· Call Center-entering answering phones entering basic information in access and warm transfusing calls.
· Receptionist- provided front desk coverage as scheduled. reception and administration duties, including greeting guests. Scheduling appointments for mental health or substance use disorder intake. creating MRN# placing in basic info in to access and avatar and also entering notes in to the calendar, sending emails to notify upcoming appointments.  
· Run eligibility medi-cal- for all counselor’s update new clients weekly in to excel spreadsheet and file forms into their charts. 
· Reminder calls- individual session, Reduce cancellations & no shows. Email each counselor of response from clients. 
· NOVATIME- review mileage and time distribution and sorted, scanned. 
· Assist Intake specialist create new charts: Put chart in order by sections 1-6 along with documents provide, label each form or documents in chart., preceded and filed.

 
Tarzana Treatment Center Inc.                                                                                    November 2015 February 2018                          18646 Oxnard St, Tarzana, CA 91356 

Housekeeper
[image: https://ssl.gstatic.com/ui/v1/icons/mail/images/cleardot.gif]
              East and West Detox Dorms, Offices
· Sweep, vacuum, mop, clean mirrors, Dust windows exhaust fans
· Disinfect and clean toilets and sinks, Wipe down glass and counters surfaces 
· Empty and clean trash containers dispose Sharp needles hazard boxes in a sanitary manner 
· Make up beds and change linens as required 
· Push out linen bags baskets out in two big containers (with maintenance help Sort, fold and put away clean linens, Polish silver handles and borders, Maintain cleaning supplies inventory in to janitor’s rooms 


Earthly Body                                                                                                                                   May 2013- March 2015
21900 Plummer St., Chatsworth, CA 91311 

Production/Manufacturing 

· Responsible for collecting hazardous or non-hazardous waste in correctly labeled barrels and in transferring them to collection areas.
· Tested products and subassemblies for functionality and quality
· Responsible for building product subassemblies and final assemblies
· Monitored and adjust production processes for quality and productivity

Old Master Products                                                                                                              December 2012- May 2013                         7751 Hayvenhurst Ave., Van Nuys, CA 91406                                                                                                     
Office Assistant
· Welcomed visitors/clients by greeting them, in person or on the telephone; answering or referring inquiries
· Served customers by answering questions; forwarding messages; confirming customer orders; keeping customers informed of order status.
· Maintained supplies by checking stock to determine inventory levels; placed and expedited orders; verified receipts; stocked items; delivered supplies to work stations
· Responsible for preparing, sorting, and distributing all US/UPS/Fed-Ex packages
· Filing of all material in general areas

Northeast San Fernando Valley Work Source                                                                     January 2011- November 2012
11623 Glenoaks Blvd., Pacoima, CA 91331

Program Assistant

· Greeted customers in a high volume call switchboard, office of 200 plus clients per day
· Maintained and updated files, sorted, scanned, faxed records of office activities
· Participated in meetings, workshops, and training related to my job position
· Assisted clients with employment/vocational referrals, provided vocational counseling, resume preparation, and job interviewing
· Coordinated and organized meetings, workshops and other training related services for clients
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