Urb. Villa Real
Calle I #1 
Guayama, PR  00784

Tel. (787) 557-9660
BARBARA RUIZ ACUÑA

Objectives 


Get a job where I can develop my skills and knowledge acquired in my professional and academic career. 
Education

Interamerican University of Puerto Rico, Ponce


MBA International Business, International Marketing


Magna Cum Laude


May 2008


Interamerican University of Puerto Rico, Guayama


B.A. in Business Administration


with Mayor in Management and Human Resources


August 1997 to May 2001



Carmen B. de Huyke High School


General Course



High School Diploma



August 1994 to May 1997

Work Experiences


Yogulandia, Yogurt Store



Guayama, Puerto Rico



2013 to 2015


Owner
· Financial and Administrative Management.

· Management of inventory, purchases orders.

· Management of Personnel

· Advertising and Marketing 

· Customer Services

Endeavor Consulting Group
Guayama, Puerto Rico

September 2010 to March 2012

Documentation Specialist (Johnson & Johnson Project, QA Department)

· Product Specifications Documents-review and verification of specification documents related to pharmaceutical and consumer goods.  
· Data Analysis and classification.
· Data Report in Microsoft Excel.

· Create documentation of product obsolescence.
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Special Communities Program


Puerto Rico Government


Municipalities of Guayama and Arroyo



2004 to 2006



Program Coordinator

· Coordinate meetings and meetings with community residents assigned in order to advise on the process of community organization.
· Develop cultural and social activities for residents of special communities of the municipality of Guayama, Arroyo, Salinas, PR.
· Be a liaison with government and private agencies that provide services to communities. 
· Monitoring infrastructure projects carried out in communities to ensure better development.
· Promote Law #1 for the Integral Development of Special Communities.
· Monitor service programs in communities that are managed by federal funds. 

· Provide training workshops.
· Advise communities in the process of creating community enterprises.

· Coordinate and offer workshops in community to strengthen community organization.
· Administrative tasks.
Skills

· Communication skills at all organizational levels.

· Skill in public speaking.

· Knowledge in handling office equipment such as computer (Word, Power Point, Excel, Internet Explorer).

· Offer conferences and seminars.

· Work proposals.

· Skills in decision making, priority setting and effective time Management.

· Data entry.

· Strong administrative and organization skills.

· High incentive and individual performance.

· Trained to meet SOP.

· Excellent analytical skills.

· Spanish and English languages.

References



Available upon request.

