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	OBjectives
[bookmark: _GoBack]Offer and develop all my professional and intellectual skills and achieve excellent results in my work and assigned area, helping to the success and good performance of a competitive company. I hope to obtain an invaluable experience and take an important step in my professional career being part of your company.
Education
Interamerican University  of Puerto Rico       San Juan, PR
2014 - Present
· Master’s Degree in Economic and Administrative Sciences, concentration in Labor Relations. 
University of Puerto Rico, Aguadilla           Aguadilla, PR
2007-2013
· Bachelor’s degree in Business Administration, concentration in Human Resources Management.

· Graduated with Magna Cum Laude honors in June 2013.
Francisco Mendoza High School                     Isabela, PR
2004-2007
· High School Diploma. GPA 3.87
WORK experiencE
Xerox P.R.                                              Guaynabo, PR
November 2014 – April 2015
· Trainer of Claims
· Transaction Processor Specialist
· Process Medical Claim
· Data Entry

SNC Technical Services LLC.                           Camuy, PR
March 2014 – November 2014
· Payroll Clerk
· Data Entry (Logics Software)
· Data Entry (TPM Software)
· Create efficiency reports
· Create cost reports
· Complete forms of the Department of Labor
· Receptionist
· Customer service

SNC Technical Services LLC.                           Camuy, PR
 June 2013 – March 2014
Human Resources Assistant/ receptionist
Interviews
New Hiring
Receptionist
Create reports of absenteeism 
Create graphs of absenteeism
Audit of absenses
Audit and sort payroll checks
Archive documents of HIPAA
Update the date base (HR Optima, Excel)
Create Power Point presentations 

SNC Technical Services LLC.                           Camuy, PR
March 2013 - May 2013 (Internship)
· Human Resources Assistant
· Interviews
· Receptionist
· Costumer Services 
Cheesecake Shoppe Inc.                            Aguadilla, PR
 January 2012 – September 2013
· Waiter
· Maintenance
· Customer service / receptionist

skills
·  Microsoft Word, Power Point, Excel, Publisher, GP Microsoft, HR Optima, TPM and Internet
· Ability in programs: CIS PRO, CIS, CAS, MACESS
· Excellent communication and interpersonal skills.
· Problem-Solving and decision making skills.
· Ability to handle sensitive and confidential situation and/or documentation.
· Ability to learn new tasks quickly and efficiently. 
· Ability to handle multiple high priority tasks simultaneously and meet deadlines.
· Fluid, writing, reading and speaking in spanish.
· Proficient, writing, reading and speaking english.
Honors and activities
· I have participated in trainings: “Leyes Laborales”, “Acomodo Razonable”, “Overtime”, SHRM ¿Cómo desarrollar un Programa de Salud y Seguridad Ocupacional Requerido por OSHA? 
· I am ex member of the Band of the University of Puerto Rico at Aguadilla. (2007 – 2013).
· I have participated as Volunteer training of Mayagüez 2010.
· I was a volunteer in the XXI Juegos Centroamericanos y del Caribe 2010.
· I am ex member of the School Band of Isabela. (2001-2007).
· I have participated in many philanthropy and community activities with the School Band of Isabela and the Band of the University of Puerto Rico at Aguadilla in Puerto Rico.
REFERENces
· To be required 
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