NOHELY GALEANA 
12505 Royal Road #45, El Cajon, CA 92021
Home: (619)328-2641 - Cell: (619) 402 7044 - nohelyg21@gmail.com 
PROFESSIONAL SUMMARY
Hardworking focus on providing best customer service. Experienced in food handling. Enjoy working with others. Took a two year course in high school called Restaurant training. Have a two year certificate of course completed and a food handler's card. I am bilingual English and Spanish. I am a responsible and honest person and a  fast learner. Also have office experience, took Business computer class in high school for one year. Basic knowledge in word, excel, and PowerPoint.  Know how to operate machines such as faxing, scanners and copying machines and answering phones with multiple phone lines as well as filing I have a one year certificate of course completed. Had small temporary jobs in office. I am Willing to learn more in this field. Took a teacher prep class in high school. Went to elementary schools helping teachers with the students. Helped students with class assignments, projects and homework. Love working with children. With my experience I love learning more and I am willing to do my very best in any new challenge and help my employers running a smooth work environment.
WORK HISTORY
12/2012 to Current 
Shift Leader Daphnes California Greek Cafe – Santee, CA 
Shift leader- 9.75$ the hour 
· filling inventory sheets 
· email weekly inventory sheets, local store marketing sheets, and daily tracking sheets to store director 
· check and respond emails 
· small marketing 
· approve payroll 
· scan, copy, file, and fax papers to corporate office 
· cash handling 
· do deposits in Aloha system 
· check end of day reports in Menu Link system 
· approve invoices
· go to the bank and deposit money  
· do US food orders for the store
· sign incoming packages and outgoing 
· greet customers 
· take orders and to go orders 
· pick up and clean tables 
· work in cook kitchen station 
· work in prep area station 
· communicate with customers 
· give above and beyond customer service 
· communicate with fellow co workers 
· in charge of the restaurant when managers aren't present 
· help manager with other duties that are needed 
09/2012 to 11/2012 
Assistant property manager Hyder Property Management – San Diego, CA

 
Assistant manager- 10$ the hour/ temporary job 
·  Duties included answering phone calls, returning voicemails
· Give out information about apartment complex
· Give tours to future residents around the building
· Being organized 
· file, fax, copy and scanning paper work
· Used Word and Excel 
· Helped filled applications to future residents 
· checked deposits 
· check ledgers 
· checked social security  benefit income letters 
· verify recert verifications 
· verify rental history 
· receive rental payments 
· receive packages 
· create work orders for maintenance 
· create notices for residents 
· familiar with Icam traffic log system 
· check bank statements 
· minor lease and ledger calculations 
· help Manager with other duties 
01/2010 to 05/2011 
Hostess On The Border Mexican Grill and Cantina – San Diego, CA

Hostess- 8.75$ the hour 
· Greet Customers 
· seat customers in a dinning table or their preferred table 
· answer phones 
· take to go orders 
· helped serve a table 
· helped run food 
· package items into bags 
· stock and clean station 
· cash handling 
· maintain station clean 
· always followed safety and health standards 
SKILLS 
· 50 WPM typing speed
· comfortable standing and sitting for long periods of time 
· Professional phone etiquette
· Excellent communication skills
· Flexible
· customer service 
· Works well under pressure
· Multi-line phone proficiency
· Filing and data archiving
· patient 
· reliable team worker
· neat clean appearance 
· fluent in Spanish speaking, reading and writing 
· willing to learn more 
· fast learner 
· operate office machines 
· copy, file, fax, and scan 
· worked with children and senior citizens 


EDUCATION
2009 
High School Diploma: 
El Cajon Valley High School - El Cajon, CA

· 1 year course of business/ administrative computer classes 
· 2 years of restaurant training 
· 2 semesters of Teacher prep training class 
· helped volunteer in elementary schools 

	 
	



