Brenda Barraza
9brenda.janet1@gmail.com
Fairfield Ca, 
M: 707-384-1425

PROFESSIONAL SUMMARY 

Bilingual (English/Spanish) Receptionist with a strong background in office administration and customer service. Proven ability to manage multi-line phone systems, coordinate complex schedules, and maintain organized filing systems. Highly skilled at greeting clients professionally and handling high-volume administrative tasks.
CORE COMPETENCIES
· Front Office Operations: Multi-line phone systems, visitor reception, appointment scheduling, mail distribution, and customer service. 
· Administrative Support: Records management, data entry, filing systems, document preparation, scanning, faxing, and office coordination. 
· Communication & Interpersonal Skills: Fluent in English and Spanish, professional written and verbal communication, conflict resolution, and relationship management. 
· Technical Proficiency: Microsoft Office Suite (Word, Excel, Outlook), advanced Microsoft Excel functions, Cerner software, electronic records management, and office equipment operation. 
· Inventory Management: Inventory tracking, cycle counting, stock reconciliation, inventory audits, product ordering, and maintaining accurate inventory records. 
· Organization & Efficiency: Strong attention to detail, time management, multitasking, problem-solving, and the ability to thrive in fast-paced environments while maintaining accuracy and confidentiality.
PROFESSIONAL EXPERIENCE

Receptionist | Bookkeeping & Home Tax Services | Fairfield, CA 01/2017 – 12/2018 

·  Acted as the primary point of contact, providing a professional and welcoming environment for tax clients. 
· Operated a telephone switchboard to screen, answer, and route calls to the appropriate      departments. 
·  Managed the office calendar, scheduling and confirming appointments to ensure a steady workflow. 
·  Maintained organized client files and records, ensuring all sensitive documents were filed accurately.

Alco Iron & Metal Warehouse | Vallejo, Ca |  2026 current

  Process retail sales transactions accurately and efficiently. 
  Operate Point-of-Sale (POS) systems for cash, credit card, and electronic payments. 
  Deliver exceptional face-to-face customer service and resolve customer inquiries. 
  Maintain accurate records, documentation, and transaction logs. 
  Thrive in fast-paced, high-volume environments while maintaining attention to detail. 
  Monitor and manage inventory levels to ensure product availability. 
  Perform cycle counts and inventory audits to maintain inventory accuracy. 
  Assist with stock replenishment, merchandising, and organization of retail areas. 
  Receive, inspect, and verify incoming shipments for accuracy and quality. 
  Expedite orders and shipments to ensure timely delivery and operational efficiency. 
  Coordinate with vendors and internal teams to resolve receiving discrepancies and inventory issues. 
  Utilize Microsoft Excel for inventory tracking, record keeping, and data management.


EDUCATION & CERTIFICATIONS 

Medical Assistant Program (Certified) | 2021 Fairfield/Suisun Adult School | Fairfield, CA 

Administrative Assistant Certificate | 2018 Solano Community College | Fairfield, CA High 

School Diploma | 2018 Penn Foster College | Scottsdale, AZ
