	Vanessa Mora

	2902 Huisache Ave. Edinburg Tx. 78539

	956-789-1229

	foreverthefirst@hotmail.com

	
	

	Professional Skills
	· Microsoft Office
· Microsoft Windows
· Adobe Illustrator 

· Adobe Photoshop

· InDesign

	· Filing/Editing

· Typing (85+ wpm)

· Telephone Skills

· Customer Service Skills
	

	Education
	South Texas Community College-Computer Networking-transferred to

	
	The Art Institute of Dallas-Computer Animation Art & Design
(currently unfinished)


	Employment Skills
	· Developed ability to work in a fast-paced atmosphere

· Maintained excellent customer relations and developed customer rapport

· Ability to follow instructions well and make decisions with no supervision

· Delegated responsibilities in order to complete tasks on time
· Effectively developed telephone communication skills


	

	Employment History
	Server/Hostess:

 Olive Garden, Addison TX
Responsibilities: As a server at the Olive Garden, the main focus of my job was up-selling, and customer satisfaction. As a hostess I wrote and managed the schedule for the entire wait staff as well as host staff. I answered the office phone and filed orders for banquets and catering. I created corporate luncheon menus and handled the printing. 
_______________________________________________________

Server/Hostess:

 Romano’s Macaroni Grill, Dallas TX

Responsibilities: As a server I dealt with customers on a daily basis, it was my job to make things run smoothly, using problem solving skills to resolve any complaint or problem. As a hostess, It was my responsibility to greet the guests at the door, make them feel welcome and give them their first impression of the establishment. I also answered the phone, took reservations and kept track of table bookings, placed orders for catering and filled out forms for dinning-in.

________________________________________________________

Barista/Shift Supervisor (in training): 
Starbuck’s Coffee Company, McAllen TX

Responsibilities: As a barista it is my job to up hold the standards Starbucks has set, in order to insure our success.  I’m responsible for handling the money when on register and weekly when dealing with tips. I deal with customers on a daily basis.
________________________________________________________
	09/04 – 01/05
08/03 – 09/04

06/05 – Present

	
	 Freelance Designer/Muralist:

Abundant Grace Community Church, McAllen TX,
Children’s Therapy Network, McAllen TX 

Responsibilities:  As a freelance graphic artist for Abundant Grace I created several fliers for special events such as, the Valentines Day banquet, the Appreciation Dinner invitations and the Home Life Group schedules. As a  freelance Muralist I painted several children’s murals currently featured in the main therapy room and the reception area at the Children’s Therapy Network, and the 3yr old Nursery of Abundant Grace.
________________________________________________________
	Present

	
	Secretary, Abundant Grace Community Church, McAllen TX, Temporary Assistant. 
Responsibilities: Filing papers, Answering phones, setting up appointments. 

	Present


