Jose C. Quiroz

655 E. Pennsylvania Dr. Apt 2
Palatine IL 60074
847-962-7052

Skills

· Bilingual English/Spanish.
· Organized and efficient.
· Computer Knowledge (Software,  Hardware, Networks, Upgrade)
· Experience with Microsoft Office (Excel, Word, Publisher, …)

· Experience with Windows ( Xp, server, Vista)

· Quickly learn procedures

· Demonstrated ability to work with clients.

Experience

ST. JOSEPH HOME

LITTLE SISTER OF THE POOR

(847) 358-3700

Palatine 

2008-TODAY

· Certified Nursing Assistant Licensee

PRONTO TAX CORP

(847) 701-0121

Palatine 
2005-TODAY
· Network Implementation. Administration

· Upgrade Hardware and Software

· Data Entry with Tax Program (Pro Series, Turbo Tax)
· Data Base in Excel with client’s information

· Flyer’s brochure with Microsoft Office

· Storage of files 

DIAMOND HOMES REALTY

(847) 701-1040

Palatine 2000-2008
· Real Estate Agent

· Work directly with clients

· Negotiation with other Real Estate’s Agents

· Give advise directly to clients about Mortgages
· Store Data base with Microsoft Office

EDUCATION

UNIVERSIDAD AUTONOMA METROPOLITANA


COMPUTER TECH

MEXICO D.F. 
1990

HARPER COLLEGE


PALATINE 
2003-2006

ENGLISH (ESL)

CENTURY 21 ACADEMY

SCHAUBURG IL 

2000

REAL ESTATE LICENSE

CAREER TRAINING CENTER OF CHICAGO

CHICAGO IL 
2008

NURSING ASSITANT LICENSE

ADBANKER

ONLINE

CASUALTY INSURANCE LICENSE

