Ruth Caballero
	10137 Dean Point Pl, Orlando, FL 32825
(407) 587-6231
	Cell: 407-450-9158
ruthdcaballero@yahoo.com

	Professional Profile

	A result driven Administrative Professional with huge experience in performing office support duties, which involve attention to details providing information to the public, receiving payments, addressing customer complaints, preparing and maintaining records within the Finance Department, and performing other duties as required. 

	Skills

	· Bilingual English / Spanish
· Computer Literacy: MS Work, Excel, Outlook
· Provide office operational assistance at company headquarters handling confidential information through an accomplished word processing and accounting software.


	.

	Experience

	2004-2014
Bank of New York Mellon                      



Orlando, FL

Senior Payment Processor / International Wire Transfers

· Processed payments and deposits through S.W.I.T. and CHIPS network formats in a timely and accurate manner accordingly with company policies and procedures.

· Ensured all manual instructions had being complete, properly tested and are for USD currency.

· Handled priority items and completed by appropriate deadlines. 

· Provided feedback to management on every positive OFAC Hits scanned item.
· Consistent high-accurate daily volume deposits and payment processing standards
· Assigned to Allocations, CHIP Settlement, CLS, and Contingency projects.
· Team player and Latin America Dept. Production Coordinator assistant
· Annual high score AML, OFAC, SAR and Compliance, Risk Management trainings

· Translated e-communications from English to Spanish and vice versa

· 2007-2014 120% Productivity (less 1% margin errors) 2010 Perfect Attendance
2003-2004
DCF Foster Care / Legal Department



Orlando, FL

Administrative Assistant / Department Reception-

Rebuilding files for an internal auditing

2003-2003
Mears Transportation





Orlando, FL



Customer Services Representative 3rd Shift

2001-2002
Procter & Gamble assigned by Kelly Services


Manati, PR

Administrative Assistant / Engineering Department



	Education

	University of Puerto Rico

 Rio Piedras, Puerto Rico
	Bachelor of Arts Degree in Sociology


