
Carmen Hiraldo 

4812 Figwood Lane 

Orlando, FL 32808 

Phone: (646) 373-8292 

Alt Phone: (407) 704-5788 

Email : carmenhiraldo@aol.com 

Ability Summary: 

Experience in interacting with customers to provide information in response to inquires about 

products and services, and to handle and resolve complaints. 

Employment History 

School Clerk 

08/2018-Current Orange Country Public Schools 815 Rogers Williams Rd, Apoka, FL 

Office Assistance, including answering to the phone, filing and handling teachers and the student 

attendance, distribute mail, manage supply room, copies laminate, and Fax, record are kept for 

every visitor that enters the campus. Monitor Student during Lunchtime. Responsible for keeping 

up to date on current technology. Raptor visitor management system makes sure all visitor who 

is entering the school building are check in and have the proper label. Ensure that accurate and 
reliable records are kept for every visitor that enters the school. Phone parents to report 

truancy/ accident, Complete report. 

Teacher Assistant 

08/2017-08/2018 Starchild Academy School 1324 Winter Garden, Winter Garden, FL 

Able to assist in the lead teacher each day, Work with children in the classroom to promote 

learning and development, communicate with parent and keep them inform another their child's 

development and any changes to the regular day-to-day schedule. Establish and enforce rules for 

behavior and procedure for maintaining order and Follow proper cleaning procedure in the 
classroom. 



07 /2017-07 /2018 JCPenney 9409 W. Colonial Dr, Ocoee, FL 

Greet and Engage all customers as t hey enter your department. Exceed customer expectation by 

understanding their need and going above and beyond to deliver an outstanding customer 

experience, Completing transit ion on t he register cash, credit card, coupon, Gift card, Proven 

product knowledge e and styling advice when needed. Set up the fitting room for customers and 

help build sales by suggesting other merchandise. Completing transition on the register cash, 

credit coupon, gift card. Provide product knowledge and styling advice when needed. 

School Aide 

04/ 2010-06/2017 New York Department of Education 110 East 88th Street, New York, NY 

Worked with Aut ism, Down syndrome, Special Education Children, ages 4 thru 15. 

Demonstrated ability to work with school-based staff, student and parent, work under the direct 

supervision of the school site, Distribute supplies, instructional materials and mail Assist with 

attendance procedure, which may include util izing the ASISTS system and attendance outreach, 

monitor student in lunchroom for breakfast & lunch, phone parent to report student truancy, 

Took inventory of office supplies advised supervisor what to re-order. Ensured that students ate 

their meals, issued bathroom passes. Collected/ reviewed classroom attendance records for 

accuracy; corrected errors and checked with teacher to ensure accuracy. Advised if office 

machinery malfunctioned. 

Cashier/ Food service 

2009-2014 Morrison Cafeteria New York, NY 

Greet guest and suggestively sells and fill food and beverage orders. Handles cash, credit card, 

travelers check, and discount transaction with the assistance of POS (Point of Sales) Register. 

Prepares all beverage to standard and hand out quality drink every time. Maintain a clean work 

area and immediate surrounding area. Fellows inventory stocking and recording guidelines. 

Ensures the proper, safe temperature of foods before serving, and putting delivery away. 

Ensures cash drawers is in balance. Maintain record and report required by the supervisor. 



School Aide 

04/2005-04/2010 New York Department of Education 131 East 104th Street, New York, NY 

Office Assistance including answering the phone, fi ling, attendance, distribute mail, 

mie1/mie2report, manage supply room, copies assist teachers in the school, Assist children out 

to recess after lunch, Showing student their learning and development. Schedule a field trip and 

school bus. Assist children out to recess after lunch. 

Sales Clerk 

1998-2004 Lord & Taylor 424 5th Ave, New York, NY 

Creating and developing merchandise display. Assisting customer with sales selection and 

acceptation payments. Pricing and stocking inventory, balance register daily by checking record. 

Volunteer 

2001-2005 Union Settlement Head Starts 237 E 104th Street, New York, NY 

Helping student succeed, Make a calendar of important events for the students. Showing 
student courting matching and sorting skills, going on field t rip. Help with children with special 

needs, sort the homework and class work. 

1985-1987 Hileah Hospital 651 E 25th St, Hialeah, FL 

Duties assist patients and families in the unit throughout the hospital, duties may include 
wheelchair assistance, interacting with patients, provide information to the caller and direct 
them to a proper patient room, clinic, or various department. Receive, greet and give verbal 
direction to visitors to get them to the appropriate person or office. Assist patient and family into 
the hospital. 


