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	Wanda L. Torres Luna

	Objective

	Obtain a position where I can show my skills and gain new experiences.

	Experience

	March 2015-April2015
	Jackson Lewis LLC (BMA)
	Hato Rey, PR

	Administrative Assistant
Answer Phone Calls
Redact Letters
Archive
Send Fax
Send and Receive Mail
Receive and Process Invoices

	

	November 2012-Mach 2015
	Sony Latin America (DDM)
	Miami, FL

	Accounts Payables
Audit expenses report
Make payments proposals
Invoice data entry
Archive
Creation of PR/PO

	

	June 2012-November 2012
	Citric Mind, Inc.
	[bookmark: _GoBack]Kissimmee, FL

	Traffic Control
Data Entry
Assist Clients
Estimates and Invoices
Organize Scheduled

	

	

	Education

	2010-2011
	Instituto de Banca y Comercio
	Caguas, PR

	Executive Secretary

2005-2009                                               Universidad del Turabo                                                       Gurabo, PR

162 Credits – Bachelor of Sciences - Communication

	References

	References are available on request.



