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April 28, 2015

RGIS
Human Resources Department

Ponce, PR

To whom it may concern:
I am applying to the Client Service Coordinator position (Job Number: PLA0003M). 
I think this job is for me. I am a pet lover and also I love to serve people. Please review my resume and give me the opportunity to work with you and your company in the future to come.
Regards,

María S. González

MARÍA S. GONZÁLEZ
   

    (     msockie@hotmail.com     (     Cel: (787) 636-0170


OBJECTIVE:

To obtain a position where I can apply my knowledge and skills in the best interest for the company and my personal development.
EXPERIENCE:
2003-2014

Funeraria González - Guayama, PR








Administrative Assistant
· Management of business activities and operations.

· Recruitment, training and supervision of employees.
· Responsible for budget management, billing and collections, cost control and general accounting.

· Purchase inventory.

· Preparation of schedules and payroll.

· Sales of pre-arranged funerals.

· Development and maintenance of customer files.

2001 – 2003
Plaza Provision Company – Guaynabo, PR 






Accounting Department Assistant
· Safe management and reconciliation.

· Responsible for cashing employee’s checks.
· Customers invoices management and filing.

· Coordinated daily deposits.

· Manage daily cash flow.
EDUCATION: 
Universidad del Sagrado Corazón 




Santurce, Puerto Rico



Bachelor’s  Degree in Communications



May 1992

SKILLS:
· Bilingual - conversational and writing.
· Responsible and punctual.
· Experience in switchboard and reception.
· Computer oriented.
· Able to work with public / Customer service.
· Well organized and able to multitask.
· Ability to work under pressure. 

REFERENCES: 
Available upon request.
