CRYSTIAN GARCIA

504 PEARL LANE
SAN DIEGO, CA 92173
GARCIACRYSTIAN@GMAIL.COM
PROFFESIONAL EXPERIENCE

LAURENCE E MCCALLEY, AGENT/REPRESENTATIVE, NYLIFE SECURITIES, LLC                                         BLYTHE, CA

Administrative Assistant                                                                                                September 2009- January 2013
· Operate office equipment such as fax machines, copiers, and multi-line phone systems.

· Operate computers for spreadsheet, word processing, database management and other individual applications.

· Answer telephones and give information to callers, take messages, or transfer calls as appropriate. 

· Greet visitors, handle their inquiry or direct them to the appropriate person according to their needs.

· Set up and maintain paper and electronic filing systems for records, correspondence, and other materials.

· Locate and attach appropriate files to incoming correspondence requiring replies, make necessary copies.

· Open, read, route, and distribute incoming mail and/or answer routine letters.

· Complete applications & forms in accordance with company procedures.

· Compose, type, and distribute meeting notes and reports.

· Learn to operate new office technologies/software as they are developed and implemented.

· Maintain scheduling and event calendars; order and dispense supplies.

· Schedule and confirm appointments for clients and supervisor.

· Mail newsletters, and promotional material, or other information to clients.

· Conduct searches to find needed information, using such sources as the Internet and Company websites.

· Provide services to customers, such as order placements or account information.

· Collect and distribute funds from cash accounts, and keep records of collections and disbursements.

· Prepare and mail checks.

· Establish work procedures or schedules and keep track of the daily work and calendar of clerical staff.

· Coordinate conferences and meetings.

· Operate electronic mail systems and coordinate the flow of information, internally or with other organizations.

· Supervise other clerical staff and provide training and orientation to new staff.

· Manage office bills/payables, operate QuickBooks program.

EDUCATION

PALO VERDE COMMUNITY COLLEGE                                                              September 2010-December 2012

BLYTHE, CA

VOLUNTEER

SOMERTON APOSTOLIC CHURCH                                                                                             SOMERTON, AZ
· Sunday school teacher for children (ages 1-5yrs.)                                             January 2008-December 2010

· Youth President                                                                                                  January 2013-December 2013

· Childrens Choir Director                                                                                    January 2014-December 2014

· Friendship Group Leader                                                                                   January 2014-December 2014
· Yuma Community Food Bank                                                                           November 2013-Present

ADDITIONAL SKILLS

· Exceptional organization skills

· Bilingual
· Quick Learner

