	Veronica Miller

1261 Granite Springs Dr. Chula Vista, CA 91915

Phone: 619-616-6397; E-mail: vmiller15@ymail.com


	OBJECTIVE
	Seeking administration position where I may contribute to the company’s success and where I may be able to utilize my skills and knowledge in a professional environment.


	EDUCATION
	San Diego Job Corps Center, Imperial Beach, CA, August 2013-Present
Vocational Training in Office Administration

San Diego Job Corps Center, Imperial Beach, California, August 2011-July 2012 

Vocational Training in Hotel and Lodging

Eastlake High School, Chula Vista, California
Basic High School Education

General High School Diploma



	EXPERIENCE
	Courtesy Clerk, Vons, Chula Vista , California
Assisted customers in bagging their groceries. Offered assistance with groceries to customer’s car. Returned misplaced items to their correct aisles.
Server, Royalty Staffing, San Diego, California 

Catered at hotels and company dinners, fundraisers, weddings and events.  Other tasks included, setting up of tables and setting the silverware before the event. Greet and seat guest as well as serve guests in a timely manner. Cleaning up after the event, colleting of the silverware and turn-down of the tables.
Additional Work Experience Includes:
· Shipping and Receiving
· Copy Center

· Front Office

· PBX Training



	PERSONAL
	Possess the following skills:
· Proficient  in Microsoft Word, Power Point, Publisher, Excel, and Internet Explorer

· Basic knowledge in filing, record keeping, 10-key, making copies 


	AWARDS 
	R.O.P. Multimedia Production Certificate

South County S.E.L.P A. Art Award




