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Objective
To obtain a Secretarial/Clerical position that will allow me to enhance the business for a company with the skills that I obtain.

Experience
2003

Prime Investment Mortgage

Chicago, IL


Receptionist

· Filed, faxed, photocopied
· Switchboard operator

2001-2003

Smart Corporation


Chicago, IL

Clerical/Customer Service

· Entered data into a computer system daily
· Filed, faxed, various types of records
· Answered phones daily

· Made copies of medical records per customers’ request
· Interacted with customers and assisted with needed records

1999

Tuxedo Junction Gas Station

Chicago, IL

Cashier/Customer Service

· Prepared end of day reports

· Handled cash on a daily basis

· Assisted customers with daily issues

Education
2004

West Side Technical Institute

Chicago, IL

Business Office Technology

· Certificate Received

1995 – 1999
LaSalle Academy


Chicago, IL

Marketing Major

· Diploma Received

· Courses Completed:  Computer Processing,
Keyboarding, Marketing, and Accounting

Skills
Language
s

Keyboarding


Computer

Bilingual


50+ WPM


Windows 2000, 2003

English to Spanish

Ten Key Strokes

Internet

Spanish to English

Data Input


MS Office 2000, 2003
Award 
1999 — 1st Place Winner of JILG (Jobs for Illinois Graduates) competition.
This competition assessed telephone techniques, clerical procedures and customer service knowledge.
References
Available upon request.
