12385 Albrook Drive, #3108, Denver, CO 80239• (720) 309-2577• antoinettegalloway@gmail.com

Antoinette Galloway-Johnson

Objective

To obtain a position with a stable company that will utilize my skills and have the opportunity for advancement.

Qualifications / Skills
Team Player


Dependable


Self-Motivated

Quick Learner


Flexible



Customer Service

Detailed Oriented


10-by Touch


Typing (40wpm)

Office Skills


Fast-Paced Environment

Shipping/Receiving

Education

1987 to 1991 
Montbello High School – Diploma




Denver, CO

1995 to 1996
Community College of Denver – Accounting Certificate

Denver, CO
Experience

08/2010 to current

Denver Public Schools



Denver, CO

Food Service Worker II

· Manage and organize the breakfast program in the classroom 

· Provided customer service support
· Prepare nutritious breakfast and lunch for students
· Assist co-workers in preparing other foods or snacks for students
· Prep and serve students daily
· Assist manager with inventory and putting up received goods

· Organize kitchen for better work production
05/2005 to 01/2006

ACT – 1 Personnel



Denver, CO

Administrative Assistant / Title Clerk

· Prepared Legal documents for titles

· Organizing pertinent office information

· Research for missing or lost titles

· Apply for new or duplicate titles in several different states

08/2002 to 05/2005

Nightingale Lane 



Denver, CO

Office Coordinator / Night Manager / Resident Assistant

· Prepared Legal documents 

· Organizing pertinent office information

· Monitoring budget

· Assist Residents with active daily living routines

· Prepare and Pass medications to residents

· Overseeing R.A.’s and assisting them with duties when needed

· Accounts Payable and Accounts Receivable

References available upon request

