GEORGINA HERNANDEZ

11821 Sierra Azul
El Paso, TX 79936

(915) 241-7677
                                                  ginahernan2001@yahoo.com

Profile
Was a small business owner with experience in operations management, sales, and extensive knowledge in manufacturing. Extensive, experience in mentoring and training new associates in the U.S. and overseas. Managed and Trained 19 associates in Hyderabad, India for 6 weeks. Excellent assistant with more than 2 years of experience managing IT relations and special projects at the management level. Knowledgeable within the construction industry and manufacturing Manager. Maintain excellent communication skills, problem resolution abilities, organizational and office support skills. 
Work History
Mar 2014 – Dec 2014
Business Owner/President



Designer Vanity Sinks, LLC




El Paso, TX



• Monitored daily operations and solving production problems

• Handled all customer calls and complaints

• Ordered all material necessary for production

• Tracked all inventory and materials

• Handled all customer calls and complaints

• Ordered all material necessary for production

• Tracked all inventory and materials

• Made all necessary sales and invoiced for company

• Overseeing payroll, bookkeeping and marketing activities

• Ensured goods were distributed to all customers

• Collected and entered cash payments in the register

• Coordinated all routes for installs and services
• Submitted bids on contracts

• Worked closely with homebuilders on product and pricing

• Negotiated on pricing for raw materials from vendors

• Submitted Po’s for any purchases

Dec 2011 - Oct 2013
Marble Manufacturing Manager




Franklin Building Materials




El Paso, TX 




• Managed 13 employees 
• Handled all customer calls and complaints
• Ordered all material necessary for production
• Tracked all inventory and materials
• Made all necessary sales for department
• Worked with Home Builders with new pricing on products
• Submitted bids on contracts
• Approved payroll and time off requests
• Submitted PO’s for any purchases
• Handled all firing and hiring within department

• Invoiced all sales for department

• Coordinated all routes for installs and services

• Handled all performance evaluations within department

• Handled all services on vehicles within department
Sept 2011 – Dec 2011
Accounts Payable



Franklin Building Materials




El Paso, TX




• Reviewed all invoices for appropriate documentation and approval prior to pay
• Assisted Managers with inventory
• Assisted Comptroller with aging reports 
• Assisted Comptroller with bank reconciliation
• Answered incoming calls to main number
• Assisted in posting all invoices for all departments
• Assisted in counting monies for all registers and balanced registers
• Handled all discrepancies within PO and bills
• Answered all vendor inquiries 
• Distributed signed checks to all vendors

• Performed filing and copying 

• Prepared all child support checks and subcontractor checks

• Maintained all accounts payable reports, spreadsheets and account payable     files

• Entered new vendors in system and verified federal tax id numbers
March 2010 – Aug 2010
Customer Service Manager



Hobby Lobby




El Paso, TX



• Approving refunds for cashiers

• Handling customer complaints

• Providing cashiers with change as needed

• Assist Manager in counting each registers monies

• Ordering merchandise for front end of store
• Putting away all merchandise in designated area

• Assist cashiers on register

• Making sure the front area of store is clean

• Supervise all cashiers

Sept 2009 – March 2010
Customer Service Representative



The OutSource Connection – El Paso Electric Company




El Paso, TX
• Assist callers with inquiries, concerns, and complaints regarding bills
• Relay information on billing, rates, meter reading, and energy efficiency

• Handle requests for meter installation, turn-on, discontinuance or change in     service

• Preparing and negotiating payment arrangements
• Liaison between customer and other departments

• Guide customers to outside sources for short or long-term assistance 

• Record all information and action on customers’ accounts 
Dec 2006 – Jan 2009
Garnishment Service Representative



ADP




El Paso, TX

• Assist callers with questions in regards to garnishments
• Submit refunds on employee’s paychecks
• Handle calls for more than 300 companies

• Research and interpret data from court ordered documents 
• Understanding all of our clients requirements and policies

Achievements:

• Successfully trained and managed 19 associates in garnishment procedures and responsibilities in Hyderabad, India for 6 weeks

• Trained 6 new associates in the US on garnishment procedures

• Created training material for th2.e Solution Center that is now used on new hires

• Updated Solution Center Company Subsidiary Listing

• Managing the scheduling for the Solution Center 

• Assisted supervisors in interviewing of new hires

• Assisted the Escalation queue

• Assisted other representatives on increasing number of calls taken per day

Feb 2004 – Aug 2006         IT Administrative Assistant

                                            El Paso First Health Network

                                            El Paso, TX 
• Provided administrative support to the IT Director
• Supported calls and training for the company’s web portal
• Managed enrollment for electronic billing
• Coordinated with consultant of the pre-implementation of QNXT
• Organized documentation that pertains to the processes of the IT department 

• Keeping track of downtime and maintenance of the systems
• Keeping track of Quality Improvement information for the IT department
• Organize and take minutes of meetings that pertain to the IT department

• Able to be familiar with current contacts and activities of the IT team

• Liaison between the IT director and other departments to ensure proper communication

• Plan and coordinate department meetings and luncheons

Achievements:

• Created documentation for the IT department on processes

• Delivered all the Quality Improvement metrics on a timely manner

• Reduced issues and calls for the web portal
• Enhanced the internal communication of the IT department
• Assisted the Configuration Team with the configuration of QNXT
Education

Jan 2009 – Present
Park University



El Paso, TX




GPA: 3.4



In pursuit of a Bachelors in Management
Aug 1995 - May 1999         Montwood High School



El Paso, TX





Received High School Diploma
Skills

• Speak fluent Spanish and English

• Attended classes for WORD, EXCEL, POWER POINT and am proficient
• Excellent organizational skills
• Strong communication and leadership skills
• Knowledgeable on usage of personal computers
• Familiar with email clients Outlook and Lotus Notes
• Knowledgeable in Cougar Mountain and QuickBooks
• Familiar with the different file formats (.doc, .PDF and .zip)
• Strong learning and writing skills
• Strong Management skills

• Knowledgeable in construction field

References



Available upon request

