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PROFILE

I am an ambitious and creative professional who will enhance the workplace with my positive attitude and outstanding customer service. I am seeking employment with a company that offers new and exciting challenges, where I can utilize my excellent interpersonal skills and problem solving abilities.  


WORK EXPERIENCE
	
Custom Coachwerks -El Cajon, CA                                                        March 2013 – June 2013
Office Intern
· Bookkeeping for the accounting department, used QuickBooks 
· Web design, used Word Press and Squarespace programs

Hollister -San Diego, CA  	                                                                October 2008 – November 2012
Retail Sales Associate
· Operated cash register
· Assisted customers
· Organized clothing on the sales floor with strict standards
· Trained new staff members
· Processed shipment accurately and efficiently

LMI of San Diego -San Diego, CA                                                            September 2006 – October 2008
File Clerk
· Filed accounts receivable invoices, and accounts payable checks
· Answered phones and transferred calls
· Organized presentation documents

Thoryk Architecture -San Diego, CA                                                       June 2007 – August 2007
Receptionist
· Answered phones in a polite and professional manner  
· Welcomed clients
· Filing and data entry


EDUCATION

San Diego State University – San Diego, CA                                            Graduated May 2013
Honors graduate (GPA in Major: 3.65)
Bachelor of Arts in English   
Emphasis in Technical Writing

John Cabot University - Rome, Italy                                                         January 2012 – May 2012
· Studied Italian, Art, and Literature while traveling through Europe


