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2550 E. Riverside Dr. Apt 46 Ontario, CA 91761 Phone: (858) 952 3476  E-Mail: nigel.lee.cruz@gmail.com


WORK EXPERIENCE
Sphinx Protective Services			
Administrative Assistant
Receive and direct visitors and clients
General clerical duties including photocopying, fax and mailing
Prepare and modify documents including correspondence, reports, drafts, memos and emails
Schedule and coordinate meetings, appointments and travel arrangements for managers or supervisors
Prepare agendas for meetings and prepare schedules
Record, compile, transcribe and distribute minutes of meetings
Ability to type 50+ WPM.

Dexcom 								   
Operator I 
Operates hand tools, or production equipment
Assembles products or sub-assemblies according to verbal or written instructions or by following drawings or diagrams
Follows GMPs guidelines & SOPs
Compliance with quality and safety requirements at all times
Honest and full disclosure of all activities that could impact patients or that violates quality and safety requirements. 


EDUCATION
Otay Ranch High School			July 2009 – May 2012
1250 Olympic Parkway, Chula Vista, CA 91913
(619) 591 5000	

SKILLS
Computer skills and knowledge of relevant software (MS Office, PowerPoint, Excel)
Knowledge of operation of standard office equipment
Knowledge of clerical and administrative procedures and systems such as filing and record keeping
Knowledge of principles and practices of basic office management
Good knowledge of GDP, SOP and 5S system
receiving, picking, packing, shipping, staging, transporting, storage, delivery
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