	Jacqueline Villafana
	1485 rd k nw, Quincy,wa 98848, (509) 398-3385, villafana_18@yahoo.com

	Summary

	Excellent computer, time management, and problem solving skills. Highly organized with the ability to multi-task with ease and consistently meet deadlines.

	Experience

	11/1/2013 - 12/12/2013
	Wenatchee Valley College
	Wenatchee, WA

	Personal Assistant
· Handling general office procedures 
· Taking notes
· Running errands

	6/4/2012 - 7/21/2013
	Jenks Brothers
	Royal City, WA

	Apple Thinner
· Thin apple trees to a certain amount
· Ability to work in a fast pace environment


	11/1/2011 - 4/12/2012
	Advantage Point Learning
	Ephrata, WA

	Tutor
· Ability to work with small group of students to maximize learning
· Responsible to supervise the class while teacher steps out
· Responsible for preparing materials for class lessons

	Education

	9/27/2013 TO present
	Wenatchee Valley College
	Wenatchee, WA

	Business Computer Technology                                
Adminastrative Assistant



4/1/2008 TO 6/14/2008	Big Bend Community College	Moses Lake, WA
G.E.D
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