María C. Torres Reyes
To Whom It May Concern:

I understand that your company offers excellent job opportunities where I can obtain experience and enhance my knowledge.  I am interested in exploring the possibility on working for your company.  
I believe you look for highly motivated, responsible, and dynamic people.  I am eager and willing to obtain experience and continue developing the business skills that I have acquired through my education and prior work experience.  I am capable of working in teams and under pressure with minimum supervision.

I understand that I could be a valuable asset to your company.  I am really interested in talking with you about how I can put these qualifications to work for your company through any employment opportunity that might applied to my knowledge and experience.  I can be reach at (787) 612-0005.

Thanks for you attention to this matter.

Sincerely,

María C. Torres Reyes

MARIA C. TORRES REYES

HC-11 Box 47622

Caguas, Puerto Rico  00725

Tel. (787) 612-0005


SUMMARY OF QUALIFICATIONS:
Accomplished secretary with over twenty-five years of progressively responsible experience providing office support to managers and directors. Combine excellent organizational skills with hands-on technical knowledge, superior memory for details and a strong work ethic.  Maintain professionalism at all times and use discretion when handling confidential data. 
EXPERIENCE:
02/19/15  – Present
Mentor Technical Group – Amgen, Juncos, Puerto Rico

Documentation Specialist

· Create assets, locations, PM’s, WO’s using MAXIMO 7.0 system

· Audit documents to verify cGMP compliance

· Provide support to work order administration staff
06/2013  – Present
Mentor Technical Group – Janssen Gurabo Facilities

Clerk

· Perform general office work
· Provide support to the record retention department
· Create preventive maintenance using the MAXIMO system
2002 – 03/2013
Patheon Pharmaceutical Corporation, Caguas, Puerto Rico

Preventive / Corrective Maintenance Coordinator
· Coordinate the preventive and corrective maintenance works across the plant using the MAXIMO system

· Generate preventive maintenance work orders  
· Assign the preventive and corrective maintenance works to the supervisors

· Close out of work orders after completion

· Audit documents to verify cGMP compliance

· File control of preventive and corrective maintenance documentation 

1990 – 2002

MOVA Pharmaceutical Corporation, Caguas, Puerto Rico




Secretary
· Provided support for five managers including engineering managers, engineering director and 20 team members

· Scheduled and maintained calendar of appointments, meetings, and travel itineraries. 
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· Supervised and trained temporary employees on daily branch operations. 
· Trained team members on voicemail, computer system, and software programs 
· Established and maintained excellent working relationships with customers and employees.

· Facilitate the performance of managers, director and employees by expertly anticipating and attending to office and management tasks
· Train temporary and new secretarial employees.
· Prepare and maintain departmental information, including timesheets, expense reports, contracts, and invoice payments.

· Control department's filing system to facilitate document retrieval and minimize time searching for files.

· Typing standard operating procedures (SOPs), memo, letters, graphics, tables

· Control of petty cash

· Typing Environmental Quality Department, AAA Department, Authority of Waste reports

· Typing the engineering department budget into Finance system

· Control of employee training records into the training system 

· Promoted to position of Preventive / Corrective Maintenance Coordinator in 2002 based on excellent work performance.

SKILL NAME:
· Microsoft Office

· MAXIMO 7.0
EDUCATION:

1985 - 1987

Caguas College of Technology & Science






Caguas, Puerto Rico

Technical Course in Secretary

1982 - 1985
Eloísa Pascual Superior School








Caguas, Puerto Rico
Commercial Course – Accountability
REFERENCES:

Available upon request
