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Liza M. Vázquez Collazo
Villa Nueva 2K-23 St.
Caguas, PR 00727
Email: lizamarely@gmail.com
Cell: (787)689-4195
 


Work Experience

HLB Parissi, P.S.C. 09/2012- Present
Hato Rey, PR
Administrative Assistant

Support the audit and accounting department of the company. The activities as administrative assistant include answering the telephone, filing, faxing, assisting visitors, managing appointments and managing the daily office schedule. Working with proposals for the private and governmental entities. Preparing financial statements, documents, reports and outgoing correspondence.

San Francisco Sports Medicine & Rehabilitation 05/2009- 06/2012
San Juan, PR  
Office Supervisor

Extremely proficient in problem solving, decision-making and identifying priorities. Directly responsible for the well-being, training, supervision, and morale of 4 subordinates. Performed various clerical and administrative functions, processed documents; greeted and assisted customers; maintained rosters; placed and updated data in unit's shared electronic files; maintained stock of office supplies and forms; maintained time and attendance cards,  performed all duties of paying/receiving customer payments. Monitored the orientation, training, and coaching of all associates to ensure tasks where completed in a timely matter and the resources available where used wisely.

Plastic Surgery Office of Luis I. Morell MD 07/2008-05/2009 
Humacao, PR  
Receptionist 

[bookmark: _GoBack]Proficient in Windows XP, Windows 7, Power Point, Excel, Microsoft Office, Microsoft Works, Medical Support Programs. Received calls, greeted visitors; handled routine clerical and administrative matters; maintained calendar and scheduled appointments. Demonstrated expertise in data entry, telephone support, bookkeeping and reporting. Arranged meetings, including making reservations for meeting rooms and notifying all participants. 

Internal Medicine Office de Marcos Parrilla 11/2005-12/2006 
San Juan, PR US 
Medical Office Administrator 

Responsible for operational aspects of a medical office including monitoring budgetary, expenditures, organizing and implementing new procedures. Performed administrative duties and assumed primary responsibility for planning, coordinating and directing the medical program. Worked with municipal agencies to maintain medical facility licensure. 

JC Penney 05/1996-10/2005 
San Juan, PR US 
Jewelry Department Supervisor 

Achieved the sales goal in the jewelry department with effective strategies. Performed inventory of the diamonds department on a daily basis. Balanced cash items, review credit cards payments, balance the vault. Managed the customer service and cashier teams. Held personnel information in strictest confidence. Started as jewelry employee and ended as supervisor. Drove sales results through greeting and assisting customers on the sales floor. Coached, trained and developed team to deliver an outstanding shopping experience in a highly professional way.  Managed the overall scheduling process, maintaining integrity in all scheduling functions and ensured associates schedules accuracy. Coordinated the recruitment and hiring of the qualified applicants to meet the needs of the store. Monitored all areas of possible loss due to theft, shoplifting, free bagging, fraud, and/or carelessness. Ensured that adequate security exists within the store and that physical facilities comply with safety codes and ordinances.

Education
Colegio Universitario de Cayey 1989/1991 
Cayey, Puerto Rico US

Additional Information

Proficient in Spanish and English - Quick learner, adapts easily to new protocols and changing environments - fully technically proficient in Assertus computer database system - fully technically proficient in Medical Biller computer database system - fully technically proficient in Pro Claim computer database system.
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