Carmen Torres

Urb. La Margarita
Calle C, Casa D-12, Salinas, PR  00751 
 (787) 646-4706 Mobile ( Email: torres0508@aol.com, caem.torres@me.com


Career Focus:  Administrative Assistant
High Performance Professional with successful experience within the farming corporations, government, service & hospitality industries supporting customer service, administration and accounting operations.  Recognized for professionalism, creativity, resourcefulness and competence in managing administrative affairs and supporting organizational goals. Adept in handling confidential matters.  Trust-worthy, reliable and committed to excellence. PC oriented: MS Office (MS Word, MS Excel & MS Outlook) and internet tools. Fully Bilingual (English-Spanish).


Core Competencies

	Executive Office Support

Administrative Processes

People Skills

Correspondence Management
	Customer Service

Document Management

Customer Liaison

Strong Follow-Up
	Administrative Support

Payroll Processing

AP / AR

Problem-Solving




Career Experience
Heritage Adult Care, Rockaway, Queens, NY




2014-2015
Administrator Assistant
Perform general office duties, such as ordering supplies, maintaining records management database systems, and performing basic bookkeeping work such as accounts payable and accounts receivable

Accountable, managing the switchboard and transferring calls, providing information, taking messages and greeting visitors. Attending to all the needs of the senior’s at the center. 
3rd Millennium Genetics Corp. Santa Isabel, PR                                                  2011 to 2013
(Seed nursery services corporation operated from Santa Isabel, PR with more than 100 clients in 11 different countries)             
Administrator Accounting Assistant
Perform routine administrative functions such as drafting correspondence, scheduling appointments, organizing and maintaining paper and electronics files for records, handling information requests, receiving visitors and providing information to callers. 
· Prepare invoices, reports, memos, letters, financial statements and other documents.
· Receive payment and posting amount to customer’s account.

· Keeping records of collection and status of accounts.

· Read and analyze incoming memos, submissions, and reports to determine their significance and plan their distribution.

· Perform general office duties, such as ordering supplies, maintaining records management database systems, and performing basic bookkeeping work such as accounts payable and accounts receivable.
Empresas Menashe Mashiach Santa Isabel, PR                                                         2005 to 2011
(Farming corporations operated from Santa Isabel, PR and other multiple type corporations)             
Administrative Assistant to the President

Provided high-level administrative and customer service support to the President such as: preparing correspondence, receiving visitors, coordinating agenda, scheduling meetings, customer service and document preparation. Provided operational guidance and assured continuity of workflow.

· Handled all confidential maters of the President including personal and corporate issues.

· Processed and prepared payroll: verified and reconciled employee attendance, hours worked, overtime, vacations and sick leave data, compiled employee time, production and prepared checks accordingly with payroll data on Peachtree.
· Purchased supplies for office personnel as well as miscellaneous material inventory.

· Received, registered and make bank deposits.

· Obtained all necessary permits and licenses.

· Completed forms in accordance with company procedures.
· Filed and retrieved corporation documents, records and reports. 

· Acted as liaison between clients and the President; handled customer routine inquires and/or complaints regarding contract agreement, prices, estimates and guarantees among others.
· Computed, classified, and recorded numerical data to keep financial records complete.
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Hacienda Santa Isabel, Santa Isabel, PR
                                                                         2005

(Small guest house located in the Santa Isabel Area)

Secretary/Receptionist


Accountable for managing the switchboard and transferring calls to the correct parties, providing information, taking messages and greeting visitors.

· Created, edited and released business documents, memorandums, letters, presentations and proposals.  Prepared and submitted quotations to clients.
· Kept records of room availability and guests’ accounts.

· Greeted, registered and assigned rooms to guests of hotel.
· Performed administrative support tasks.

· Reviewed accounts and charges with guests during the check out process.

· Resolved complaints from customers.
· Controlled and maintained filling system.
· Contacted housekeeping or maintenance staff when guests report problems.
Municipal Police of Santa Isabel, Santa Isabel, PR


               2002 to 2004
(Municipal Police Department)

Secretary
Performed routine clerical and administrative functions such as drafting correspondence, scheduling appointments, organizing and maintaining paper and electronic files, or providing information to callers.
· Answered telephones and gave information to callers, took messages and transferred calls to appropriate individuals.

· Organized and maintained paper and electronic filing systems for records, correspondence, and other material.
· Composed, typed, and distributed meeting notes, routine correspondence, and reports.

· Greeted visitors and callers, handled their inquiries, and directed them to the appropriate persons according to their needs.

· Located and attached appropriate files to incoming correspondence requiring replies.

· Made copies of correspondence and other printed material.

· Opened, read, routed, and distributed incoming mail and other material, and prepared answers to routine letters.
New York City Housing Authority, New York, NY

                           2001 to 2002
(Housing Authority Department)

Assistant Director’s Secretary
Accountable of the payroll distribution. Updated timekeeping system for 22 non-managerial employees and prepared various reports and schedules.
· Coordinated the Assistant Director’s meeting and appointments.

· Managed responses for Section-8 landlord’s inquiries and Freedom of Information requests.
Career Track with New York City Housing Authority:
Manager’s Secretary – Lafayette Gardens, NY – 1999-2001

Receptionist – Sumner Houses, NY – 1997-1999

Assistant Manager’s Secretary – Brooklyn Management – 1996-1997
Manager’s Secretary – Rental Unit Section-8 – 1994-1996
Type’s 1A – Rental Unit Section-8 – 1993-1994



Education

S.C.S. Business and Technical School



Degree in Business; Major in Data Entry Operator, Accounting, Business Communications & Clerical Skills

