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	SUMMARY OF QUALIFICATIONS
	Robert Mendoza offers years of experience working in a fast pace office environment. He understands how to use specific production equipment to increase workflow in printing, photography, data entry and various other mediums such as programming. Along with certification in both Graphic Design and Computer Networking topped with excellent interpersonal skills, people quickly discover how fun and seamless it is to work with him.

	Skills & Abilities
	Adobe Photoshop CS6, Illustrator CS6, Indesign CS6, Acrobat X, Dreamweaver CS6, Flash CS6, Microsoft Windows 7, Power Point, Outlook, Excel, Word, Access,  SharePoint,  Visio, Visual Basic, Prioritize and execute multiple projects with varying deadlines.

	Experience
	VBA Excel Developer   Holland America Line 
From 5/2013 to 10/ 2013 
Visual Basic programming in Microsoft Excel
Manifesting data list of cruise passengers
Directing phone calls to proper departments
Establishing meetings through Microsoft Outlook
Learning management roles
Production Operator   Copiers Northwest 
From 10/2009 to 06/2012 
Litigation Copying of filed documents
Auxiliary work such as binding, drilling, and laminating documents
Graphic Design – creating covers and display signs for meetings
Order copy center supplies
Maintain scanners & printers daily
Assist in front counter mailroom customer service.
Mailroom Clerk   Davis Wright Tremaine 
From 10/2009 to 06/2012 
Deliver mail in office as well as neighboring offices
Assign postage through USPS, UPS, or FedEX applications
Sign for received mail and file accordingly
Data entry – all incoming mail
Front desk customer service
Production Operator   Office Max 
From 02/2009 to 10/2009 
Digital printing, copying, and scanning of approved documents
Customer Service and Sales Representative – sailing products and promotions
Graphic Design -  logos, brochures, flyers, banners, and book covers
Clean machines and order supplies daily
Manually bind, staple, laminate and cut documents.
Senior Production Operator   FedEx oFFICE
From 04/2006 to 05/2008
· Operating copy machines, laminators, and oversize printers
· Customer Service – answer phone calls and seek approval for orders
· [bookmark: _GoBack]Graphic Design - creating logos, brochures, flyers, banners, and photo editing
· Assist in packaging items and ship through FedEx standards
· Various auxiliary work such as cutting, mounting, binding, and laminating 




	Education
	 Westwood College of Technology,  Los Angeles, CA 
 Associate's Degree 
 Graphic Design and Multimedia 
 Dinuba Unified High School,  Dinuba, CA 
 High School Diploma 
 GED 

	CERTIFICATES OF ACHIEVEMENTS
	Entry Level Cisco Internetworking (2001)
Entry Level Computer  Maintenance & Repair(2001) 
Director's List - 4.00 Grade Point Average for January Term (2002)
Outstanding Attendance for Jan., March, May, Aug., Oct. (2002)
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