


Margarita Ponce
2920 Salem Blvd
Zion IL 60099
224-201-1694
Objective: To obtain a challenging position with a growing company that will utilize both my work experience and job knowledge
Qualifications: Great customer service skills, record clerk, general office clerk, telephone techniques, typing skills, computer software, fast learner, dependable, and team player
Education:
1974-1978 Waukegan High School, Waukegan IL 60085          
Work History:
Jan 2010- Aug 2010 Palm Valley Cemetery Pharr TX 78577  
   Office Clerk
· Customer service
· File and maintain records
· Answer, direct calls, and take messages
May 2004- May 2006 Dr. Chavarria Waukegan IL 60085
Office Clerk 
· File and maintain records
· Answer, direct calls, and take messages
· Translator 
Jan 1978- Feb 1984 Manville Waukegan IL 60085
Warehouse Associate
· Line operator
· Pick/packer
· Assembly
References:  Available upon request


 





