	Cecilia
Duarte
		Stafford, VA 22554
	

	(832) 544-2009
	

	ceciliaduarte09@icloud.com
	

	www.linkedin.com/in/cecilia-r-duarte
	





Human Resources Assistant with 4+ years of military experience assisting with and fulfilling organization staffing needs and requirements. A proven record of accomplishment of using my communication and organization skills to lead and improve office management, data entry, and improve record keeping capabilities. Team player with excellent multitasking abilities, high quality of work, driven and highly self-motivated. Strong eye for detail and able to work in a fast-paced environment independently.
Experience
August 2019 – present (Active duty, united states marine)
Marine Corps Administrative Analysis Team Clerk (Human Resources Assistant)/ United States Marine Corps Quantico, Virginia
Review personnel documents to determine correct pay entitlements, examine documents for completeness, accuracy, and compliance with applicable regulations and policies. Generate correspondence, create letters to notify units throughout the Marine Corps of upcoming inspections, create rosters for inventory of office gear, maintain office attendance by completing daily reports, pull rosters for various roles, help newly joined Marines check in and ensuring access to required websites/programs are completed. Delegate incoming requests, perform critical entry level and professional administrative tasks such as office manager, overseeing records management, and maintaining confidential integrity.
april 2017 – january 2019
Barista/ Starbucks Friendswood, Texas
Customer-oriented, friendly Barista with 2 years of experience of serving high-quality espresso and brewed coffee in a fast-paced coffee shop environment. Prepared espresso shots, specialty espresso drinks, and French press, pour-over, and drip coffee, operated both manual and semi-automatic espresso machines, as well as commercial coffee brewers. Memorized drink orders and preferences for regular customers to build a rapport and increase brand loyalty, advised customers on coffee blends, roasts, teas, specialty espresso beverages, and artisanal pastries, offering accurate, detailed information about origin and flavor. Maintained an organized and tidy café environment by regularly cleaning equipment, espresso machines, tables, and condiment bars.
Skills
[bookmark: _GoBack]Presentation Skills • Proficient with Microsoft 365 •Public Speaking • Personal Development • Goal Setting • Active Security Clearance
Education
june 2019
High School Diploma/ Santa Fe High School, Santa Fe, Texas
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