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	Objective
Bilingual Receptionist and Office Administrator
· Creating a positive first point of contact for clients!
· Facilitating an efficient and effective office operation!
· Doing what is necessary to create daily success!
Education
 Mounds View High School Graduate, Class of 2010, Mounds View, MN
Robbinsdale Spanish Immersion School from K-5 and Bilingual upbringing
 
Experience
Bi-Lingual Participant Administrator (October-2011to February-2014)
BI Inc/ISAP (Bloomington, MN)
Job Responsibilities Included:
· Office administrator and point of first contact for ISAP participants
(ISAP: Intensive Supervision Appearance Program and Electronic Monitoring)
· Managed calls, case-manager schedules, handling of documents and other office tasks
· Oversaw training of ISAP participants
· Routinely able to control and/or defuse hostile situations with ISAP participants
· Bilingual skills required often throughout each work day to include interpreting and translating information for office staff as necessary
· Managed several multi-step procedures utilizing office computers
Bi-Lingual Customer service and Technical Support (March-2011to October-2011)
Decopac (Anoka, MN)
Job Responsibilities Included:
· Processed customer orders in English and Spanish over phone
· Provided technical support for customers in English and Spanish
· Managed several multi-step procedures utilizing office computers
· Filed paperwork per office procedures
· Helped test and troubleshoot company equipment and new procedures
 
Customer Service Dispatcher/Supervisor (June-2010 to March-2011)
Apogee (Little Canada, MN)
Job Responsibilities Included:
· Promoted to shift supervisor within 6 months - overseeing a dozen schedulers
· Dispatched drivers throughout the United States for charity pickups
· Scheduled donor charity pickups
· Handled customer complaints
· Managed several multi-step procedures utilizing office computers
Customer Representative (July-2009 to June-2010)
Clean & Press (Shoreview, MN)
Job Responsibilities Included:
· Maintained a positive store image for customers 
· Processed customer orders
· Filed paperwork per defined procedures
· Maintained order within store
Skills
         Great customer service skills
         Bilingual – English/Spanish
         Multi-racial upbringing from my bi-racial parents
         Immigration work experience and knowledge
         Positive experiences working with lawyers and legal assistants
         Ambitious to apply learned knowledge
         Calm under pressure
         Independent and reliable;
         Able to prioritize, improvise and solve problems
         A team player with good interpersonal skills
         Experienced with Microsoft Word and Excel
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Additional Info
Career Information
Most recent employer
BI Inc
Relevant work experience
-
Highest Education
High School or equivalent
Career Level
Student (High School)
Availability
-
Location
US-MN-Lauderdale
Relocate
Will Not Relocate
Travel
Up to 50% travel
Willing to work weekends
-
Security clearance
-
Willing to work shifts
-
Target Job
Company size
-
Desired status
Full Time, Part Time
Job type
Salary
-
Locations
US MN St. Paul 

Work authorization
US - I am authorized to work in this country for any employer.
Job titles
Administrative Assistant
Industry
-
Occupation
-
Certifications
	


Honors and Awards
Career Highlights
Affiliations
	


Accomplishments
	


WorkKeys
References
 
Interests and Hobbies
Skills
	Skill
	Proficiency

	Language
	Proficiency
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