MICHELLE R. PACHECO
3106 Carson St.
Aurora, CO, 800111
(240)-344-2014
michellepacheco222@gmail.com

__________________________PROFESSIONAL SUMMARY_________________________

Ambitious student who is in process of completing Associates Degree in psychology. Experienced children's event coordinator devoted to helping children think creatively, solve problems independently and respect themselves and others. Experienced nanny skilled in creating schedules, following commitments and maintaining routines. Experience in sales and promoting businesses. Experienced greenhouse keeper with extensive knowledge of annuals, perrenials, and house plants. Listens carefully and follows directions well.

_____________________________SKILL HIGHLIGHTS_____________________________

· 
· Microsoft Office, Excel PowerPoint proficiency, Photoshop
· Point of Sale (POS) system operation/Cash handling 
· 68 WPM typing speed
· (MD) First Aid and CPR Certified
· Cooperative team member
· Strong verbal communication
· Banquet operations and off-site catering experienced
· Ability to handle fast-paced environments



__________________________PROFESSIONAL EXPERIENCE_______________________

HOUSE OF SWEDEN EMBASSY
Washington D.C., MD
Private Food Events Service                                                                                          05/2014 to 06/2014
· Cleaned and prepared various foods for cooking or serving
· Cleaned bars, work areas, and tables
· Cleaned up spilled food, drink and broken dishes, and removed empty bottles and trash
· Performed kitchen maintenance for a private facility
· Managed preparation and presentation of the desserts for all catered events
· Examined trays to ensure that they contained required items 
· Inspected dining and serving areas to ensure cleanliness and proper setup
· Loaded dishwashers and hand-washed items such as pots, pans, knives
· Placed food servings on plates and trays according to orders or instructions
· Planned and prepared food for parties, holiday meals, luncheons, special functions, and other social events
· Set up banquet tables
· Promptly served all food courses and alcoholic beverages to guests




DUTCH PLANT FARM
Frederick, MD
Greenhouse Keeper                                                                                                        03/2014 to 06/2014
· Watered all perennials, annuals, houseplants and cacti as instructed
· Trimmed, clipped, and trained plants as needed. 
· Unloaded trucks of shipped plants and flowers, identified and priced, and put away all shipments in accordance to store/greenhouse. 
· Excellent customer service, assistance in locating plants and providing tips for taking care of gardens. 
· Repotted plants and designed home floral arrangements for special orders/clients.
· Checked inventory of plants and checked shipment invoices
· Maintained store cleanliness and organization. 
· Assisted customers with carrying houseplants/merchandise to car
· Experienced use of insecticides and repellents in store

JO-ANN FABRIC AND CRAFT
Frederick, MD
Cashier/Fabric Cutter                                                                                                   06/2013 to 01/2014
· Displayed the appropriate signage for products and sales promotions
· Assisted with buying over the counter and communicating with retail merchants
· Placed special orders and called other stores to find desired items
· Described merchandise and explain operation of merchandise to customers
· Recommended merchandise based on customer needs
· Operated a cash register to process cash, check and credit card transactions
· Explained information about the quality, value and style of products to Influence customer buying decisions
· Responsible for ringing up customers at register, handling returns from customers, putting away returns and properly stocking items on shelves
· General maintenance of the store

DUNKIN DONUTS
Frederick, MD
Cashier/Bake Preperation                                                                                            02/2013 to 06/2013
· Up-sold additional menu items, beverages and desserts to increase restaurant profits
· Recorded customer orders and repeated them back in a clear, understandable manner
· Took necessary steps to meet customer needs and effectively resolve food or service issues
· Communicated clearly and positively with co-workers and management
· Served orders to customers at windows, counters and tables
· Accurately measured ingredients required for specific food items
· Prepared and served beverages such as coffee, tea and fountain drinks
· Mastered Point of Sale (POS) computer system for automated order taking
· Carefully maintained sanitation, health and safety standards in all work areas
· Cleaned food preparation areas, cooking surfaces, and utensils
· Quickly unloaded product shipments and stocked freezers
· Assisted management with monthly inventory control and weekly stock ordering
· Prepared items according to written or verbal orders, working on several different orders simultaneously





OLIVES ITALIAN RISTORANTE AND LOUNGE
Frederick, MD
Hostess								               08/2013 to 05/2014
· Greeted guests and sat them at tables or in waiting areas
· Informed patrons of establishment specialties and features
· Inspected dining and serving areas to ensure cleanliness and proper setup
· Kept drink stations clean and ready for service
· Located items requested by customers
· Prepared and served hot and cold beverages
· Communicated with customers regarding orders, comments, and complaints
· Provided guests with menus
· Received and recorded patrons' dining reservations
· Set tables with clean linens, condiments, and other supplies
· Maintained a professional tone at all times, including during peak rush hours
· Received frequent customer compliments for going above and beyond normal duties

MAGNUS RESIDENCE
Walkersville, MD
Nanny/Childcare                                                                                                        01/2013 to 06/2013
· Supervised children while parents were on vacation, business trips and weekend getaways
· Cleaned the house, including laundry, sweeping and mopping
· Scheduled doctor, dentist and haircut appointments
· Administered medication and minor first aid to sick and injured children
· Made nutritious snacks and meals for 2 children
· Offered detailed daily reports that outlined each child each day
· Maintained a child-friendly environment with engaging activities and continuous access to the outdoors

PARADISE OF FUN
Frederick, MD
Asst. Manager/Events Coordinator                                                                         08/2011 to 05/2012
· Organized activities that developed children’s physical, emotional and social growth
· Physically and verbally interacted with children throughout the day
· Monitored children's play activities to verify safety and wellness
· Stayed current on all toy and child-related recalls and safety warnings
· Worked as a team member performing cashier duties, product assistance and cleaning
· Promptly responded to general inquiries from members, staff, and clients via mail, e-mail and fax
· Served as the company's only bilingual Spanish/English customer service representative
· Guaranteed positive customer experiences and resolved all customer complaints
· Responsible for ringing up customers in a timely manner and guaranteeing high level of customer service
· Communicated all merchandise needs or issues to appropriate supervisors
· Performed store opening duties, including counting cash drawers and checking all equipment for proper functioning
· Read stories to the children and taught them painting, drawing and crafts
· Upheld all CPR and MD regulated certifications
· Served as mentor to junior team members




MICHABEL SALON AND SPA
Frederick, MD
Receptionist                                                                                                               06/2011 to 08/2011
· Answered customers questions and addressed problems and complaints in person and via phone
· Opened and closed the store, which included counting cash drawers and making bank deposits
· Helped customers select products that best fit their personal needs
· Maintained visually appealing and effective displays for the entire store
· Educated customers on product and service offerings
· Processed shipments and maintained organized stock shelves
· Processed all sales transactions accurately and in a timely fashion




McNALLY RESIDENCE
Frederick, MD
Nanny/Childcare                                                                                                        06/2010 to 08/2010
· Physically and verbally interacted with children throughout the day
· Made nutritious snacks and meals for 3 children
· Continually encouraged children to be understanding and patient with others
· Cleaned the house, including laundry, sweeping and mopping
· Scheduled doctor and dentist appointments
· Promoted good behaviors by using the positive reinforcement method


___________________________EDUCATION AND TRAINING________________________

PSYCHOLOGY                                                                                                                                       2015
Frederick Community College – Frederick, MD, USA
Will complete Associates Degree program (remaining 12 credits) by beginning of 2015

HIGH SCHOOL DIPLOMA : GENERAL STUDIES                                                                         2011
Frederick High School – Frederick, MD, USA

______________________________ADDITIONAL INFORMATION___________________________

· Advanced Visual Arts Spring Gallery (March 2011)
· Delaplaine Youth Art Month Gallery (February 2011)
· Advanced Visual Arts Fall Gallery (October 2010)
· FHS Envirothon President (2008-2011)
· FHS Freshmen – Senior Class Exec. (2007-2011)
· Marching Band (2007-2011)
· Indoor Drumline (2008-2009)
· Maryland Scholar (2010-2011)
· Distinguished Art Scholar (2010-2011)
· Honor Roll (2006-2011)	
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