Melissa D. Gonzalez

516 N. 21st. Street Apt.C

Montebello, Ca. 90640

626-257-0265 cell

melgonzalez81@yahoo.com
Objective











Experienced Administrative Assistant aspiring to have a career in funeral services.
Experience











September 2007 – April 2009
∙ Guest Service Representative ∙ Seidners Collision Centers

· Customer service

· Answering telephones

· Checking in guest

· Typing repair orders

· Order office supplies

· Accounts payables and receivables

March 2007 – September 2007 ∙ Administrative Assistant ∙ West Coast Auto Body

· Answering telephones

· Check in guest

· Inspecting guest vehicles

· Delivering vehicles

· Bank Deposits

· Accounts payables and receivables

· Order office supplies

September 2003 – January 2005 ∙ Cashier / Waitress ∙ Fort McDowell Casino

· Customer Service

· Take beverage orders

· Balance cash register

· Balance cash flow and turn in to vault 

· Greet guest 

November 2000 – January 2003 ∙ Receptionist ∙ Monarch Litho, Inc.

· Answer switchboard

· Greet guest

· Sort mail

· Type invoices

· Type purchase orders

· Assist various departments with admin work

Education











Current ∙ Funeral Services ∙ Stratford Career Institute 

2001 ∙ G.E.D ∙ Norwalk / La Mirada Adult School

1999 ∙ Administrative Assistant ∙ Tri-Cities R.O.P
