
	131 N 24th Melrose Park, IL 60160((224) 241-4889(mariselad@live.com

	Marisela Diaz

	Objective

	Obtain a clerical position where I can demonstrate my office abilities and bilingual skills and have an opportunity to grow within the agency or company.

	Experience

	10-2013 Present

Tester
· Test valves
· Packing the product
· Assemble valves
· Assistance with different duties as assigned

07-2013 10-2013

    Sales Floor

· Costumer Service
· Zoning Merchandise
· Cashier

02-2012 07-2013
Assembler/Tester
· Test valves
· Packing the product
· Assemble valves
· Support and assistance with different duties as assigned
· Follow instructions 
01-2011 07-2011
	Hydac

Target

Deltrol Fluid Products
Casa Esperanza Community Center
	Glendale Heights, IL

Melrose Park IL

Bellwood, IL

Chicago, IL

	Receptionist
· General administrative and clerical support 
· Provide word-processing and secretarial support

· Greet and assist visitors and clients
· Maintain appointment diary either manually or electronically

· Screen and direct calls

· Providing support and assistance with projects and duties as assigned by the Office Manager
· Direct clients to appropriate social service providers

· Support Casa Esperanza programs and community activities

	

	05-2010 01-2011
	Our Lady of Mt Carmel Parish
	Melrose Park, IL

	Office Clerk
· Greet or assist visitors or customers


Answering telephones, directing callers and provide customer service


Open, sort and distribute correspondence 


Refer client to other agencies or resources


Take appointment information for staff


Compile and maintain records of sacramental information


Office duties include using fax and copy machine


Prepare documents using Word, Publisher and Excel software


Organize and maintain a filing system


Perform tasks simultaneously



	

	Education                     
	
	

	· Proviso West High School   Hillside, IL  

· Triton College                        River Grove, IL


	

	References 

Available upon request

	
	

	


