
Joseline de Jesus Ortiz 
PO Box 1533 Yabucoa, PR 00767
939-259-3364
jmjo05@hotmail.com
Objective
· Experienced in retail and office work looking for opportunities to utilize my computer, clerical and administrative skills.

Skills and Qualities 
· Ability to follow instructions and procedures.
· Computer savvy 
· Advance knowledge in Microsoft Office 2013 (Word, Excel, Outlook, Power Point)
· Quick learner 
· Punctual 
· Work great under pressure
· Team player
· Very detail oriented
· Bilingual (Spanish & English)
· Good problem solving skills
· Great customer service skills

Education
· Universidad del Turabo, Yabucoa- August 2012 – Present
· Lincoln Technical Institute- September 2010 - September 2011
· New Britain High School - September 2007 - June 2010

Relevant Experience

· HIMA San Pablo Fajardo: Part- Time- September 2014 – Present 
· Office Clerk at Risk Management/ Data Entry at Epidemiology
· Fajardo
· 09/2014 — present
Risk Management Department: File keeping, complaint reporting, handle legal documents, send and receive mail, create statistics, customer service, gather information on incidents to solve complaints, answer the phone and more. 
Epidemiology Department: Gather information to create monthly statistics, Answer the phone, enter data into the Puerto Rico Immunization Registry, send and receive mail, and others 

· El Meson Sandwiches: Temporary- December 2013 – February 2014
· Cashier, taking orders from customers, inventory keeper and restocking products. Main responsibilities were to give excellent customer service, suggest customers from the variety of choices in the menu and giving them a great shopping experience.  
[bookmark: _GoBack]
· Casa Criolla Restaurant: September 2012 – January  2013
· Worked as a waitress, cashier, inventory keeper and restocking products. Main responsibilities were to make the customer welcomed in the restaurant, make suggestions from the menu, also suggesting from the variety of artwork that was for sale in the restaurant. 

· Nordstrom Fashion Apparel: Temporary - September 2011 - December 2011
· Worked as a Building Services Team Member/Maintenance. Main responsibilities were to keep an excellent, clean and organized shopping environment to enhance the shopping experience for the customers.


Volunteering Experience

· I volunteered at a clothing store as a sales associate. My main responsibility was to make suggestive sales and be a personal shopping companion to the customers in the store. I was very successful in the position, customers where very satisfied with their shopping experience. I volunteered for several weeks in the year of 2009. 


References available upon request
