Zuleika Rosado García
Hc 4 Box 4695 Las Piedras PR 00771
(787) 514-4380                                   				        zuleika.rosado27@hotmail.com
 
Accounting Clerk

Highly skilled professional with experience in customer service. Technical proficient in programs Excel, Word, Outlook and Power Point. Knowledge of accounting programs Peachtree and ADP. Strong team work and multi task skills.
Professional Experience

Bella International Group, San Juan 							2013-2014
Cashier Accounting
· Provide tallying cash and account receivable charged in the day under methods cash, check, ATH, Visa, American Express and Master Card.
· Make purchase order for payment to suppliers use the program ADP.
· Receiving invoice from suppliers for processing, audit them so that they are not duplicated bills.
· Answer calls from customer and helping to resolve their concerns.
Accomplishments
· The pay was increase within six months for productivity and retention.
· Frequently was chosen to offer training for the position within the company.

HR Block, Caguas (tax seasonal) 							2010-2013
Tax Associate
· Preparations of federal and state taxes use the program PR Tax, People Soft and TPS.
· Letter audit Department of Treasury and help the client to resolve.
· Answer calls from customer to resolve doubt.
Accomplishments
· Each seasonal tax was qualified to return.
· Annual productivity increase reflected in commissions.

Education

University of Puerto Rico, Humacao Puerto Rico						
Bachelor Business Administration concentration in Accounting with honors, 2013

High School Jose Collazo Colon, Juncos Puerto Rico
Concentration in Marketing with excellence academic, 2008
