Veronica Vallejo

Objective:
To obtain a challenging position where I can use my skills and experience in order to further my knowledge and advancement.

Highlights:


· Ability to work under pressure, great team worker

· Self- motivated, excellent communication skills     
· South San Francisco Police Explorer, Intern at the Millbrae Police Depart.
Education:
Masters of Public Administration emphasis Urban Administration  


San Francisco University-In Progress



Bachelors of Criminal Justice: Graduated with Honors 



San Francisco State University, May 2006



Associates Degree in University Studies, Graduated with Honors



Skyline College, May 2004



High School Diploma, Graduated with Honors



South San Francisco High School, June 2002
Related Skills/Experience: 
· Fluent in both English and Spanish, type, filing, data entry,
· 10 key, knowledge of Excel, Microsoft Word, Microsoft Outlook,         

· Power point, Internet, fax
Employment:
Adecco Staffing, San Bruno, CA 2006-2007

· Administrative Assistant duties as needed through out the Peninsula
Customer Service, Nordstrom, San Francisco, CA. 2006-2007
· Communicate effectively with customers, answer phone

·  handle any problems that may arise in a concise and professional manner 

Administrative Assistant, Arco’s Auto Body, So. S.F, CA. 2005-2006

· Answer multi-lines phones, greet customers,  prepare work orders

· Complete daily spread sheets, research and provided specific information to insurance companies, post invoices, general office duties



Placement Coordinator, Child Care Careers, San Mateo, CA. 2004-2005

· telemarketing, dispatch, answer multi-line telephones, file,           

· translator, place on-call teachers and aides at different schools 

                                 throughout the bay area, handle any and all complaints                        


Families on Track, Tutor Supervisor, So. S.F, CA. 2001-2005

· Supervise high tutors at El Camino High School

· assist high school students and middle school students with their homework, and confirm students are on task during homework center                   
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