

	12 Albany Park
Muscatine, Iowa 52761
	(563) 506-4344
alejandravargus@yahoo.com 


Alejandra Vargus
	Objective
	To obtain a career in a professional field where my skills and education will be utilized.

	Experience
	06/13-10/13
                                       Eliza Kountry Kafe

· Waitress/Minor Prep duties

· Operate cash register and validate totals for each customer. 

· Work directly with owner each day to assist with any other restaurant needs necessary for the day.

01/13-04/13                    The HON Company

· Obtained various commercial and government orders for HON products and generated invoices for them. 

· Compiled files for each days completed orders. 

· Utilized available sources such as internal websites and data bases to obtain client information. 
6/2011-11/2012               Members Community Credit Union      Muscatine, IA

MSR

· Basic Teller Transactions.
· Opening and Closing Savings/Checking Accounts.
· Assisted Members with changes or general questions with accounts.
9/2010-5/2011
University of Iowa-
Iowa City, IA

                                            (School of Social Work)

Office Clerk
· General office duties.
· Confidential filing.
· Composed confidential documents using Word, Excel, and Access.

	
	6/2009-5/2010
Wholesale Food Outlet
Muscatine, IA
Cashier
· Greeted customers when arrived.

· Provided customer service.
· Maintained cash drawer.
· Stocked shelves when needed.

	

	Education
	2010-2011
University of Iowa
Iowa City, IA
· Communication Studies
2007-2010                          Louisa-Muscatine High School               Letts, IA

· General Studies, diploma received.


	Skills
	· Ability to communicate well with others while utilizing patience and enthusiasm.

· Ability to make decisions quickly and effectively.

· Determination to complete all tasks accurately and effectively.

· Willingness to learn new processes in order to advance in my career.
· Proficient in Microsoft Office Word, Excel, PowerPoint, Email, and ten-key. 

	


