HILDA OVIEDO

39654 Old Spring Rd

Murrieta, Ca 92563

(951)-219-5956 Cell

oviedohm@hotmail.com
Position Statement:  I am a ten year experience office manager searching for an office assistant.  My specific experience is; answering phones, typing, scheduling appointments, customer service, handling confidential information.  Processing Account Payable/Receivable, Invoicing, Bank Deposits, Bank Statement reconciliation. Record keeping in compliance for the senior accountant and managers.  I also have experience working in HR department.
Duties and Accomplishments
· Scheduling, preparing materials for meetings.
· Prepare and organize monthly reports.
· Problem solving for the administration department.
· Handle busy phone lines

· Greeting customers and clients.
· Excellent written and verbal communication.  Well organized.
· Software knowledge: Quickbooks, Excel, Outlook, Microsoft Word
· Operate 10 key, copy machines, faxes scheduling appointments.
· Bilingual (Spanish)

Employment History
I
Office Manager
Southland Gunite, Inc. 

4/1999 – 12/2010
Education
East Los Angeles College
Monterey Park, CA
General Education
Mt San Jacinto College 
Menifee, CA               Business Classes
Mission Career College
Riverside, CA

CNA Program

