Keila M. Ávila Colón
 
P.O. Box 1090 
Camuy, P.R.  00627
 
 Tel: (787) 201-4868
 

PROFESSIONAL BACKGROUND
Responsible, honest and hardworking.  Skills throughout the field related to the Administration.  Experience in the area of customer service.  Positive to learn new skills and adapt to constant changes.  Respectful, disciplined and service oriented.  Excellent interaction with employees, managers and willingness to help others.  
 
EDUCATION
2009 Graduaded Interamerican University of Puerto Rico, Arecibo Campus.  
 Bachelor in Business Administration with a concentration in Management.   .

JOB EXPERIENCE
April 2012-July 2012                        Acosta Engineering, PSC                               Carolina, P.R.

Administrative Assistant                   Project Inspection Office 
 Vocational High School Dr. Heriberto Domenech	Isabela, P.R.  
· Attend the Public.
· Dropbox Management Program.
· File.
· General Office Work.
· Review, Edit and Correct Minutes and Daily Reports.  
· Organize and Login Data.  
· Select Photos of Project for Monthly Report.  
· Detail oriented, Service and Strong Work Ethic.  

March 2011-May 2011                     Repostería Artesanal Laura, Inc.                    Camuy, P.R.
 
Customer Service                              Dept. Customer Service
 Attend Clients.  
 Work with Cash Register System.  
 Keep area, shelves, cabinets, showcase and display window clean and stocked.  
 Working in the Decoration and Simple Packing Departments.  
 Scrub and Clean dishes.  
 
November 2009-November 2010      Sheraton Puerto Rico Hotel & Casino           San Juan, P.R.
 
Room Attendant                                 Dept. Housekeeping
 Complete room cleanliness.  
 Pending and Anticipate customers needs.  
 Follow Specific Cleaning Procedures (Consistency).
 Fill, Maintain and Collect all the Cleaning and Service Equipments.  
[bookmark: _GoBack] Oriented to detail and Excellent customer service.  
 Friendly, Enthusiastic and Strong Work Ethic.  



July-August 2003		  	  Dept. of Education		                Camuy, P.R.
 
Administrative Assistant 
 Attend Public.  
 File.  
 General Office Work. 
 
July-August 2002		  	  Dept. of Recreation and Sports	                Camuy, P.R.
 
Administrative Assistant
 Attend Public.  
 Do the required work in the office.  
 Responsible for maintaining the day’s agenda for the use of the parks and recreational facilities.   

ABILITIES AND SKILLS
Using the computer.  
Mastering Word, Power Point and Excel.
Bilingual.  
Skills organization.  
Team Work oriented.  

 
 REFERENCE
Available on request.  



 



 

