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cgranados3333@gmail.com

	Attain a position that will enable me to use my strong communication, management and organizational skills, customer service background, and my ability to work well with others. 


Experience
	2012 – present
Store manager, scotty’s pine canyon store
· Provide great customer service
            Using customers service and communication skills to solve customer complaints, problems with                 
               Vendors or employee disputes
· Strong Management Skills in overseeing daily operations 
              Communicate clear goals and expectations to all employees
              Prepare work and cleaning schedules for eight employees while managing payroll
              Highest attention to detail to maintain and organize a clean store
              Knowledgeable of proper cash handling procedures and delivering bank deposits
              Preparation of closing daily sales and preparing reports 
Prepare, pay, maintain and all store permits/business licenses
· Monitor and ensure that safety policies are implemented for a gas station
            Manage and monitor the condition of all equipment and coordinate with vendors for repairs.
· Inventory Management and Control 
               Attention to detail to accurately enter invoices and resolve billing problems.
               Collaborate with vendors for merchandise ordering, levels and displays.
· Recruiting, Hiring and Training Employees
Responsible for recruiting and training new staff, job reviews, and further training for new duties as employees are ready for advancement.
· Financial Management and Reporting
              I handle budgets and meet and exceeded sales goals
              Prepare and review reports to senior management
Payroll for all employees
Certified in SSCS Program, accounts payable and receivable
[bookmark: _GoBack]Ran all house accounts
              Collaborate with store accountant to accurately maintain daily books 
              Setup and network with Monterey County Representatives for annual testing and reports
              Preparation of Grant applications for maintenance programs through the county.



	2010 – 2012
aide, south county prevention serivces
Work with teens and preteens who need help with gangs, drugs, and alcohol
Provide help to families, adults and children in need with empathy 
Ability to cope with difficult situations





	2009 – 2010
Receptionist, sun street centers
Answered phones, greeted and help client, filed paperwork
Prepared necessary paperwork for the Director needed for DUI classes
Helped with after school programs in two elementary schools

	2007 – 2009
Instructional aide, chalone peaks middle school
Worked with RSP children who had learning disabilities and behavioral problems
Followed a specific grouping of children who needed the most help in each of their classes
Translated for IEP meetings and school conferences



	2006 – 2007
Cashier, chuckie cheese
Took orders at register, setup, maintain and took down salad bar
Open and closed restaurant along with running merchandise

	2006 – 2006
Instructional aide, Del Rey Elementary school
Worked with students who were behind grade level
Trained for school programs and worked with teacher in classrooms
Demonstrated responsibility for all tasks provided



Year
	2001-2005 
High school diploma, king city high school
Completed general course in college prep courses
Maintained an Honor Roll GPA

	


Skills
	Bilingual: Fluent in both English and Spanish
Good Communication Skills (Verbal and Writing)
Able to work under pressure while remaining calm, friendly and professional 
Management Skills
Knowledge of Fiscal reporting and reading financial reports
Cashier, stocking and janitorial experience
Register experience
Payroll
Entering Invoices, UPC’s for store products
Detail oriented

	Computer Proficiency: Microsoft Word, Excel, PowerPoint, Internet
Type 40 wpm
Customer Services
Money Handler/Cashier
Professional and Friendly Personality
Follow directions and quick learner
Team Player and very Responsible
Clerical experience
Work well with others
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