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	Summary — Organized and motivated candidate transitioning into office administration. While my background spans retail and hospitality, I’ve built exactly the skills an office needs — organization, communication, and dependability — and I’m ready to bring them to an entry-level admin role.



Core Skills & Strengths

	Organization
1. Managed schedules & inventory for a 12-person store
1. Kept records and filing accurate and up to date
	
	Communication
1. Handled 50+ customer calls & requests daily
1. Resolved issues calmly and professionally
	
	Reliability
1. Perfect attendance over two years
1. Trusted to open, close, and handle cash



	SOFTWARE
		Microsoft Word
	
	Excel
	
	Google Workspace
	
	Outlook
	
	Data Entry






Work History

	Sales Associate & Key Holder
	2023 — Present


Target — Austin, TX

	Server
	2021 — 2023


Olive Garden — Austin, TX

	Cashier
	2020 — 2021


H-E-B — Austin, TX



EDUCATION
High School Diploma — Austin, TX  ·  Currently pursuing Office Administration certificate, Austin Community College
