Jacqueline Diaz
21007 Sw 119 Ct. 
Miami, Fl 33177

Cell: 786-553-6474

argi143@yahoo.com 
Personal Overview: To work or intern in a professional environment, where I can have the opportunity to contribute with efficiency and to be able to earn advancement through on the job performance; by bringing excellent interpersonal and communication skills. 
Education: 

2001-2004 Miami Dade Community College 

Associates in Arts: Mass Communication/Journalism.

Now-2007
Florida International University 

                        Bachelors: Broadcast Journalism. 

Employment History: 

2003-Now
IPC                                                                                                            

Receptionist 

Handle in coming calls on a 13-line switchboard. Work on projects including updating information in windows and excel. Also work on filing and minimal book keeping. 

2000-2003 Unique Foliage 

Administrative Assistant 

Worked customer services, handling and solving complain calls. 

Wrote account review reports and was in charge of meeting preparations. 

Scheduled special work orders and deliveries and provided general office help. 

Skills: 
Computer: Microsoft Word, Excel, PowerPoint, Internet Explorer and Office
Language: Bilingual – Fluent in English and Spanish; both verbal and written. 

Activities:  

Vise President of Membership in Women in Communications. 

Contributing writer for the Beacon (FIU newspaper). 

News Director for WRGP 88.1 (FIU radio station). 

