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PROFESSIONAL PROFILE

[bookmark: _GoBack]Solid experience in the areas of Administration, Human Resource, Finance, Retail Services with a consumer product company and the education sector.  Strong leadership as well as excellent communication and interpersonal skills.  Outstanding performance in audits, inventory and cycle counts.  Exceptional ability to meet deadlines; highly organized, committed, positive, centric.  Extremely conscientious, hardworking, loyal and dedicated to people, organizations, and groups. Competent in SAP, Microsoft Office, AS400.  Knowledge of basic English.

KEY ACCOMPLISHMENTS

· Recipient of Employee of the year award.
· Successfully recovered approximately $26MM in Accounts Receivable.
· Implemented a sales award program to store employees in a percentage basis.
· Recognized for creating and maintaining Dead File Room.
Conceptualized the sheet tallying of sales reports in stores.
Recognized for my first 10 years in the Company.
Reorganized a tracking system for proof of delivery documents that improved document retrieval.
Received excellent performance evaluations.

EXPERIENCE

SONY PUERTO RICO, INC, San Juan, PR							1999 – 2014
Senior General Accountant: Responsible for managing the portfolio of receivables for approximately 300 customers with a value of $26 million monthly.  Managed the deductions reports in order to accrual the Sales Reduction budget, including audit of the Sales Report for the three Sony Stores. Assist in inventory process. In charge of Fixed Asset Creation and Fixed Asset Reporting monthly, semester and annual.  
											
Human Resource Coordinator 						    		2007 – 2009
In charge of the payroll process for Sony Stores and recruiting, compensation and compliance.

Junior Account Receivable							     		1999 – 2007
Records updating, office supplies Purchase, Credit and collection efforts. Classified accounting transactions, maintained and reconciled accounts; prepared reports and statements.

ENVIRONMENTAL PLASTICS OF PR,  Cayey, PR						1998 – 1999
Service Representative – Concerning to sales order or deductions problems 

EMORY COLLEGE, Caguas, PR								1994 – 1997
Secretary Professor – Typing, Archive, Medical Record





HUERTAS JUNIOR COLLEGE, Caguas, PR							1991 – 1994
Secretary of the Admissions Department - Coordinated for the Office Director all the functions concerning the student’s admission to the College.

EDUCATION AND CERTIFICATIONS

B.A. in Business Administration (in process)
Columbia Centro Universitario, Caguas, PR

G.A. Secretarial Sciences
G.A. Computer Sciences
Huertas Junior College

Human Resource Certification
Instituto de Educación Superior

Yellow Belt Trained
Sony Puerto Rico, Inc.


