Evelyn Sánchez Flores

PO Box 9542, Plaza Carolina Station

Carolina, PR 00988-9542


E-mail: sanchez.evelyn@yahoo.com
Cel: 787 900-2250 ( 787 689-5064
	Objective
	A position in which my education and experience can be use to make a contribution to your company objectives while at the same time to enhance my present skills. 

	

	Skills and Knowledge 
	· Knowledge in Microsoft 2000 to 2007 and Peach Tree.
· Experience Reception, Data Entry, Inventory and Files.

· Organized and efficient performing any assigned tasks.

· Ability to deal with supervisors, co-workers and customers.

· Honest and friendly, willing to work hard and self motivated.

· Communication skills (English and Spanish).

	

	Experience 
	May 2011 – Dec. 2014
	VA Caribbean 
	Río Piedras, PR

	
	Office Clerk  - Reabilitation Office (Guaynabo) and Healthcare Office (San Juan) 

	
	· Answer telephones and transfer to appropriate staff member. 

· Compile, sort and verify the accuracy of data before it is entered.

· Create and modify documents using Microsoft Office. 

· Data input to the system.

· File and completed documents in appropriate locations.
· Locate and correct data entry errors, or report them to supervisors.

· Maintain logs of activities and completed work.

· Prepare reports as Departments request.

· Schedule appointments to the Veterans.

· Update systems and Veterans information.
· Perform general clerical duties to include but not limited to: photocopying, faxing, mailing and filing. 

	Experience 
	May 2004 – Dec. 2010
	Plaza Tours (Wholesaler) 
	Río Piedras, PR

	
	Administrative Assistant 

	
	· Assists the President and Managers of Sales and Accounting Departments.   

· Update systems and customers information.

· Answer telephones and transfer to appropriate staff member. 

· Meet and greet clients and visitors. 

· Create and modify documents using Microsoft Office. 

· Perform general clerical duties to include but not limited to: photocopying, faxing, mailing and filing. 

· Maintain hard copy and electronic filing system. 

· Sign for and distribute UPS/Fed Ex/Airborne packages. 

· Coordinate and maintain records for staff office space, phones, parking, company credit cards and office keys. 

· Setup and coordinate meetings and conferences. 

· Collect and maintain PC inventory. 

· Support staff in assigned project based work. 

· Other duties as assigned. 

	

	
	June 2002 – May 2003
	Citibank NA
	Cupey, PR

	
	Wire Room Specialist

	
	· Process incoming and outgoing electronic funds transfers and ensure compliance with company policies, the Bank Secrecy Act, as well as the Office of Foreign Assets Control.

· Process Outgoing wire requests received from Fax. 

· Open and maintain accounts as customers request.
· Classify, file and backups all transactions.

· Prepare reports as supervisor request.

· Transcript any document as necessary or requested. 

· Assist customers calls for any transaction. 

	

	
	Sep. 1999 – Feb. 2000
	Multiforce Service
	Carolina, PR

	
	Receptionist 

	
	· Answer telephone, screen and direct calls and take and relay messages.
· Provide information to callers.
· Greet persons and direct to correct destination.
· Deal with queries from the public and customers.
· Ensures knowledge of staff movements in and out of organization.
· General administrative and clerical support.
· Receive and sort mail and deliveries.
· Schedule appointments.
· Tidy and maintain the reception area. 

	
	
	
	

	
	Data Entry

	
	· Compile, sort and verify the accuracy of data before it is entered.

· Locate and correct data entry errors, or report them to supervisors.

· Maintain logs of activities and completed work.

· Data input to the system.

· Load machines with required input or output media such as paper, cards or disks backup.

· Select materials needed to complete work assignments.
· File completed documents in appropriate locations. 

	

	Education
	2001 – 2005
	Del Este University 
	Carolina, PR 

	
	BA Office Systems, Administrative Secretary

· Graduated Cum Laude, 3.73

	

	
	1990 – 1991
	Benedict of Language School
	Hato Rey, PR 

	
	Data Entry

· Graduated with High Honors, 4.00 

	
	
	
	

	Reference
	Reference will be provided upon request. 



