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Administration • Customer Service • Office Management • Secretarial

EXECUTIVE PROFILE

Versatile and dynamic professional offers more than 12 years of key experience in administration, customer services, office management, and secretarial.
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· 
· Administration and Operations
· Customer Service
· Office Management
· Administrative Assistant


PROFESSIONAL EXPERIENCE

Caribe Industrial Systems Inc. – Bayamón, P.R. 
Receptionist and Customer Service I (January 2015 – Temporary Job)

Responsible for administrative and office management.  Accountable for clerical work, filing system, customer service, scheduling and, e-mail management.   Received guests and costumers, processed quotes, internal sales, prepared monthly sales reports and monitored office supplies and following all established cGMPs and Safety regulations.

· Administration and Office Management – Ordered and maintained office equipment (photocopiers, water cooler, stamp machine, etc.) and purchased and maintained proper inventory of office supplies. Continually created cost savings by comparing prices through internet and phone calls; point of contact for vendors and suppliers.

· Customer Service – Performed multiple tasks while taking care of customer satisfaction. Answered phone calls from internal and external clients and received guests and costumers.  Helped solve all kind of problems as they arise.  Processed sales orders on the company system for dispatching.  Responsible for the creation of monthly sales reports for the team.

Rogan Marketing Communication – Orlando, FL 
Marketing Assistant (2013-2014 – Temporary Job)

 Responsible for clerical work and database input of the different requests and projects. 
· Exceptional handling of administrative work. Was able to directly help or direct, in some cases, to the appropriate person requests and was responsible for maintenance of the company’s website, the blog, surveys and the newsletter using Constant Contact and Joomla.com.  
Fiesta Auto Insurance – Orlando, FL 
Secretary and Customer Service Representative – (2012-2013 – Temporary Job)
 Responsible for customer service, sales over the phone and for clerical work as needed.  Worked directly on sales of insurance policies and was the company’s cashier.  Performed and was responsible for all company’s clerical and administrative work.

Walmart Super Center – Orlando, FL 
Sales Associate – (2011-2012 – Temporary Job)
 Responsible for internal sales, customer service and for packaging of goods while keeping outstanding performance of other tasks supplies and following all established cGMPs and Safety regulations.

Spiceco Inc. – Avenel, N.J. 
Administrative Assistant – (2009-2011)
 Responsible for clerical work, data entry and, answering phone calls, scheduling and e-mail management supplies and following all established cGMPs and Safety regulations. 

[bookmark: _GoBack]Barceloneta’s City Hall – Barceloneta, P.R. 
Secretary for the Vice Major – (2002-2008)
 Responsible for clerical work, data entry and, answering phone calls, scheduling and e-mail management.  Prepared meeting agendas, minutes, correspondence and, reports.  Updated the filing system and kept track of office supplies and important projects and requests.  


EDUCATION 

· Certificate - Registered Customer Service Representative Course
Edison State College, Florida, 40 Hour – 2013

·  MBA Credits - Strategy and Leadership – Management
Universidad del Este, Puerto Rico – 2008

· BBA - Bachelor Degree in Business Administration and Management
 Universidad del Este, Puerto Rico – 2008

· Certification - Executive Secretarial
Atenas College, Puerto Rico - 2002

PROFESSIONAL QUALIFICATIONS AND SKILLS
· 

· Microsoft Office suite (Word, Excel, PowerPoint)
· Quick Quote, Dropbox, Last Pass
· Foreign-language skills:  Intermediate English and Fluent Spanish
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