Milagros Garcia

Ontario, Ca

msgarcia647@msn.com

(909) 238-6078

OBJECTIVE:

Obtain employment in Administration/ Clerical Business Company.  To grow, learn and apply my acquired skills, knowledge and experience.

QUALIFICATIONS:

I have 15 plus years of Admin Assistant, Data Entry Experience, and Warehouse knowledge in Quality Assurance. I am a Performance Driven, Detail Oriented, dedicated Hard Worker and enjoy the Team Concept. 

SKILLS:

· Bilingual Spanish Speaking

· Posting and Processing of Payments

· Customer Service
· Credit Verification 

· Pick/Pack list 
· MS Word / Excel / Outlook

· Data Entry, Type 55 WPM

EDUCATION:

2009

Franklin Career College   Ontario, CA

Medical / Dental & Coding Program   Diploma / Perfect Attendance 

1985 - 1991

CERRITOS COLLEGE     Norwalk, CA

Associates Degree in Business Technologies

Work Experience:

05-2012 – 05-2015                     Addecco                                                          ontario, ca

aida rodriguez                quality control                                      position not avail

06-2010 – 05-2012                     Southland Data Processing             upland, ca

rica japlit                          Administrative assistant                   down sizing

03-2009 – 05-2010                      Daniels home center

             chino, ca

martha hendricks         Customer svc/office clerk               laid off

10-2008 - 02-2009

Jade Range LLC    


            Brea, CA

Brad Gilberton               
Office Clerk                                               Co’ was downsizing
 
12-2004 – 04-2008                     Famsa Furniture                                    Santa Fe Springs, CA

Carlos Manzo                   qa manager                                              Job closer to home
 
05-1992 – 10 – 2004
 Casanova Furniture

            Whittier, CA

Sam Pilo           
              Office Manager                                        Laid Off
