	mariela ortiz torres
Urb. La Hacienda, Calle 45 AQ-22
Guayama, PR  00784
Tel. 787-929-0609
Email: mrl.ortiz@live.com

	objective

	
	To obtain a position where my skills, knowledge and experience, can contribute in the success and performance of the Company or Institution.
[bookmark: _GoBack]

	education

	
	1996: Bachelor Degree in Business Administration-Accounting
 Universidad de Puerto Rico, Cayey

	experience

	
	Comptroller
	1997-2013

	
	Los Portales de Madeco, Inc-San Juan
Supervisor: Inés M. Burgos  Tel. (787)463-3702 / (787)250-1737

Responsible of recruiting and supervise the  employees of the accounting department and cashiers
Responsible of Supervise the task of Accounts Payable, Account Receivable, Payroll, Job Cost, Inventory entries, Purshases and International Import, Bank Reconciliations, and office general work.
Responsible to generate  financial reports to Administration
Responsible of the employee’s payroll records and to verify the required documents to be in compliance with the Federal and State laws, including OSHA.  
Responsible of keep up to date the Employee’s Manual with the new regulations of the Federal and State Law.
Responsible of the Network and Computer Systems daily backup and maintenance (System Administrator).
Responsible of the Internet Site.



	
	SKILLS

	

	
	· Complete domain of the following computer programs: Mas 90 for Windows (all modules), Peachtre, Payroll programs like ADP and Lathem.
· MS Office 2010 Excel and Word Expert Certified by Microsoft. Advance knowledge of Outlook and Powerpoint.
· Languages: Spanish and English



References Available upon request.
