Kaila Leigh Veillon

15740 N. 83rd Avenue #1065 Peoria, AZ 85382

Cell (310) 920-4944

kailaveillon@live.com
Objective 

I am an honest, punctual, and dedicated individual seeking employment within a strong company where I can utilize my knowledge and strengths to better society.

Experience

Administrator
Select Information Services Inc. 

Private Investigation Office

Howard Hunter, Owner (623) 842-0992
Glendale, AZ 

April 2008- present
Establish and maintain strong client relationships, Answer phones and e-mail with the strictest confidentiality, Individual account management, Generate monthly financial invoices and data with use of Quickbooks, Review and report background investigation summaries, Administer Arizona Department of Transportation substance abuse tests, Department of Public Safety fingerprinting. Full time employment with forty hours per week. 

Headwait/Server
OSI Restaurant Partners Outback Steakhouse 
Marci Gackle, Proprietor (602) 547-0992

Glendale, AZ 

January 2006- Present
Responsible for producing store's financial data, Wait tables in a fast-paced popular restaurant, Superior customer service, Use of a POSi system in completion of table orders and payment transactions. Part time employment with twenty-five hours per week.

After School Camp Counselor 

YMCA Glendale/Peoria

Glendale, AZ

September 2005- April 2006 

Supervise and tutor 45 children after school, ranging from kindergarten to sixth grade. I was responsible for weekly behavior reports and homework logs. 
.

Education


Bachelor of Science

Criminology and Criminal Justice 
Minor: Sociology
Aug 2005 - Dec 19, 2008 
Arizona State University 
Tempe, AZ
Total Credits: 123 with GPA: 3.2 

National Scholars Society
 
High School Diploma
Sep 2001 - Jun 2005 
Nathaniel Narbonne High School

Visual and Performing Arts Academy
Harbor City, CA
GPA: 3.0

Interests


· 65 wpm 

· Intermediate skills in MS word, MS Excel 

· 6+ years experience in Customer Relations and Service.

References are available upon request.
