[bookmark: _GoBack]OBJECTIVE:  A motivated individual seeking to make an impact in a professional environment. By providing customer service, being reliable, and a problem-solver who gets the job done on time to achieve company goals. 


SKILLS AND QUALIFICATIONS:
XOCHITL GALLEGOS
1217 Bluff Avenue
King City, CA 93930
(831) 585-8485
Xochiltgallegos0617@gmail.com

· 
· Bilingual (Spanish/English)	
· Great Communication 
· Adaptable
· Team Player
· Office Procedures
· Phone Etiquette 
· Customer Service
· Typing 40 WPM
· Loyal 
· Microsoft Office 

            (Word, PowerPoint, Excel)

EDUCATION/TRAINING:
Center for Employment Training 			                   November 2015 – August 2016
Business Office Technology Certificate					     	   Salinas, CA
Introductions to Computers, Word Processing, Internet Fundamentals, Presentation (PowerPoint), Spreadsheets (Excel), Introduction to Business, Customer Service Skills, Business Office Procedures, Business English, and Business Math.


WORK EXPERIENCE:
Safeway							            June 2015 - November 2015  
Checker									           King City, CA
Received payment by cash, credit cards, and checks, identified price of goods, stocked, insured quality of product using FIFO, and provided great customer service.

Burger King								          July 2014 - June 2015
Team Member									           King City, CA
Cashier at drive-thru and front counter, provided customer assistance, and maintained a clean and sanitized environment; following the company guidelines. 


AWARDS 
University of California, Berkeley                	                                                January 2016
· All Workers Have Rights in California				               Salinas, CA
Certificate									 



