Robert R. Cornejo

2830 Waverly Avenue, Camarillo, CA 93010

(805) 765-7320


robcornejo@aol.com
OBJECTIVE

To obtain a position as an administrative assistant, data entry clerk, file clerk, or



related position.
EXPERIENCE
Freelance Proofreader/Editor, Camarillo, California




Aug 2009-present

Edit and/or proofread manuscripts, term papers, and other materials for small publishing companies, students, and other individuals. Note proofreading marks to signal punctuation, spelling, and grammatical errors. Interact with clients and voiced constructive praise and/or criticism.




Proofreader, Good Sam Inc., Ventura, California



July 2013-Dec 2013, Aug 2012-Nov 2012, Apr 2011-Nov 2011

Proofread listings, reports, maps, and advertisements for yearly publication Trailer Life Directory. Prepared listing files according to office policies. Utilized Internet and company databases to search for information pertaining to listings and reports for directory. Completed projects assigned by office manager using Internet Excel spreadsheets, and databases.



Records Technician I, County of Ventura, Ventura, California




Nov 2011-Aug 2012, May 2010-Feb 2011

Proofread written materials for spelling, punctuation, grammar, and syntax. Validated voter registration forms and petitions using county databases. Verified, updated, entered, and retrieved information from data management system. Arranged documents for easy access, preservation, filling, storage, and retrieval. Examined office documents for completeness and accuracy.



ABC-Clio, Santa Barbara, California




Jan 2005-July 2009

Typed and/or scanned and proofread historical abstracts for publications. Supervised workflow for America: History and Life (AHL) section of Serials Production Department. Responsibilities included creating issue batches, logging information, monitoring progress from initial proofing to completion, and ensuring projects were completed on time. Implemented changes in proofreading house style through collaboration with department members, thus maximizing efficiency and increasing productivity. Collaborated with department members on projects involving databases and data transfer to new databases.
SKILLS

Microsoft Office, Word and Excel, Dreamweaver, Photoshop, scanner, Internet,




Spanish and knowledge of other languages

EDUCATION

California State University, Fresno, Fresno, California




Graduate Studies in English/Education




University of California, Los Angeles, Los Angeles, California




Bachelor of Arts, English
