Kelly Vazquez
1526 MOUNTAIN VIEW AVE  LONGMONT, COLORADO 80501
[bookmark: _GoBack]PHONE: 970.691.0405    EMAIL: KELLYANN4730@MSN.COM


OBJECTIVE

Highly motivated, goal-oriented administrative professional seeking a position that will provide a challenging opportunity to contribute to the development, support, and expansion of an organization.  Skilled in computers, office administration, project management, communications, and customer service.  Able to handle multiple projects and meet tight deadlines without compromising quality and detail.


SKILLS AND QUALIFICATIONS

· Office management
· Project management
· Executive support
· Document storage management
· Excellent writing and computational skills
· Event planning
· Scheduling and calendar maintenance
· 10-line telephone experience  
· Front-desk reception  
· Typing:  50-60 WPM
· Bilingual – English and Spanish
· Proficient in Microsoft Office (Word, Outlook, PowerPoint,) ISIS



EMPLOYMENT HISTORY


Good Samaritan Society, Loveland, CO    June 2011- Present
Laundry Assistant
 
· Receives and sorts cloths and linens according to fiber, color, and soiled condition
· Operates washers and dryers in accordance with safety standards
· Supplies recommended quantities of detergents and bleaches. Folds, wraps or places on hangers, completed laundry
· Soaks contaminated articles and processes in de-staining cycle
· Clean lint traps and sweeps laundry room
· Loads articles into washer and adds specified amount of detergent, soap or other cleaning agent by programming laundry machines
· Operates laundry machinery such as washers and driers
· Lifts clean, wet articles from washer and places them successively into driers for measured time cycles

Beverly  Hilton, Beverly Hills, CA 				March 2010 – February 2011
Lounge/Bathroom Attendant
· Ensured occupied and vacant restrooms were cleaned and maintained up to the exact standard as demonstrated by Housekeeping supervisors
· Responsible for the overall cleanliness of the lounge and restrooms
· Removed all soiled linens and towels 
· Thoroughly cleaned restrooms, restroom walls, water closet using the suggested chemicals. After cleaning, dried all areas, fixtures and surfaces
· Arranged all toiletries straightened on a piece of cloth in restrooms 
· Replenished all amenities and terry items
· Up kept all lounge and restroom windows and mirrors
· Vacuumed the lounge carpets and wiped down furniture and baseboards according to standard in all assigned work areas
· Double checked cleanliness of completed work areas and placement of amenities 
· Performed other duties as assigned by Housekeeping supervisors and managers

La Biomedical Research, WIC Program- Los Angeles, CA                August 2006- October 2008
Nutrition Assistant 
· Maintained a high degree of responsibility for client confidentiality 
· Follows policies and protocols relating to the implementation of breastfeeding, nutrition, and health education activities
· Demonstrates competency in using the Integrated Statewide Information System (ISIS) and performs data entry in ISIS according to prescribed regulations and guidelines
· Assist in training junior staff members at the site
· Participate in various activities to provide WIC Program information to community residents in accordance with established procedures 
· Assist with completing  required reports including ISIS void report and other routine paperwork, when assigned
· Resolves minor problems by using judgment based on knowledge of Company policies, practices and procedures
· Meet established productivity and task management standards for assigned duties



Public Health Foundation, WIC Program – Irwindale, CA		April 1994 – August 2005
Nutrition Assistant
· Maintained a high degree of responsibility for client confidentiality 
· Worked with minimal supervision and demonstrated initiative in organizing and completing daily tasks
· Conducted training for junior staff members in office procedures
· Attended training updates and maintained current knowledge of required standards of program development, including modification and updates to ISIS 
· Promoted cooperative working relationships among staff and program participants
· Certified Program applicants and participants according to prescribed regulations
· Performed nutritional risk assessments, including review of medical data 
· Counseled and referred Program participants to appropriate service agencies
· Conducted group nutritional educational sessions 
· Conducted individual nutritional sessions 
· Performed immunization (IZ) record assessments and education for program participants and entered IZ information into database
· Participated in Food Instrument (FI) distribution as needed
· Participated in various activities to provide WIC program information to community residents in accordance with established procedures
· Completed required reports including ISIS void report and other routine paperwork as assigned


EDUCATION

Huntington Park High School – Huntington Park, CA			  Graduated May 1991
· GPA:  3.0


CERTIFICATIONS

WIC Nutrition Assistant Certified							March 5, 2002

WIC Breastfeeding Certified								March 5, 2002
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