
Melinda Amy Alvarez-urbina
11817 Decatur St Apt C102 Westminster CO 80234
(210)792-4540 Meli272004@gmail.com
objective
I am seeking employment with a company where I can grow professionally and personally.

I have more than ten years of experience, training, and knowledge that qualify me for this position. I can be the best asset in your company because I am a team player, motivated and hard working. 

SUMMARY OF QUALIFICATIONS
· Reliable Transportation.

· Polite, respectful, and courteous manners

· Responsible, efficient, and flexible

· Ability to work in a fast-paced, intense environment smoothly

· Keyboarding skills 40+ wpm

Work of experience
February 2014 - Present        Rover.com       San Antonio, TX
Pet Sitter
·  Feeding and walking pets during scheduled times.

·  Administering medications.

·  Play time with pets.
·  Bill customers for services.

May 2012 – February 2014       Signature Flight Support       San Antonio, TX
Customer Service Representative

· Answering  phones.

· Comply with company policies and procedures related to customer services.

· Follow safety and security procedures.

· Assist customers with requested services such as fuel, catering, hangar      space, hotel accommodations, ground transportation, etc.

· Bill customers for services rendered.

          

         November 2010 - May 2012     Lone Star Capital Bank   San Antonio, TX
Bank Teller
· Follow procedures and policies. 
· Deposit or cash checks for customers.

· Accept loan payments.

· Balance cash drawers.

·  Answering phones.

September 2009 – November 2010   Parker Inc. Dynamics   San Antonio, TX
Administrative Assistant

·  Answering phones and transfer to appropriate staff member.

·  Meet and greet visitors.

·  Perform clerical duties: Photo Copy, Faxing, Mailing, and Filing.

·  Work well in fast pace environment.

February 2007- September 2009       Wells Fargo Bank     San Antonio, TX
Lead Teller

· Deposit or cash checks for customers.

· Daily balancing on drawers and vault.

· Cross selling products and services.

· Answering or referring financial questions to correct staff.

· Assisting supervision

August 2006 - February 2007   Home Depot   San Antonio, TX 
Head Cashier
· Provide excellent customer service.

· Training of cashiers.

· Assisting supervision.

· Completing sales transactions.

VOLUNTEER WORK 
January 2012 – Present       Animal Care Services     San Antonio, TX
Volunteer
· Walking and playing with dogs.

· Cleaning up kennels.

· Assisting at adoption events.

· Grooming.

· Cleaning duties.

· Feeding.

Education
May 2004      Paso Del Norte High School     El Paso, TX
High School Diploma
REFERENCES
Yvonne Dorado - 915 422 6547

Michael Friedrichs – 210 414 0612
Jose Menchaca – 210 213 1315


