BARBARA FIGUEROA
196 BROOK ST, PARAMUS, NJ, 07652 (904) 762-3071   figueroabarbara31@gmail.com


SKILLS AND QUALIFICATIONS
·  Experience in Real Estate administrative support.
· Comprehensive understanding of the real estate industry.
· Ability to provide exceptional customer services.
· Knowledge of Microsoft office applications.
· Experience organizing scheduled inventory counts, inventory reconciliations and performing inventory reports.
· [bookmark: _GoBack]Experience in imputed, prepared and instituted payment on all accounts payables.
· Fluent in English and Spanish.

EDUCATION:  BUSINESS ADMINISTRATION CERTIFICATE, MIAMI TECHNICAL INSTITUTE, 2002
                         B.A.ACCOUTING, UNIVERSITY OF HAVANA, CUBA, 1984.

EXPERIENCE:
· ADMINISTRATIVE ASSISTANT. DAHILL INTERNATIONAL REALTY.JACKSONVILLE, FL. 
(2004-2013)
                              Provided administrative support to 5 senior staff members in completing real estate transactions. Helped to increase the sales on more than 30% annually working closely with mortgage companies as a translator for clients that does not understand any English. Implement small courses in Spanish for first buyers, working together with a nonprofit organization. Developed records and spreadsheets to assure accurate record keeping.
                       
· INVENTORY SPECIALIST.SANMAR CO.JACKSONVILLE, FL.
(2005-2010)
                             Developed a new cycle counts that helped with the accuracy. Created primary and surplus bin locations for every stocked item facilitating the picking performance. Record all materials leaving the warehouse. Process paperwork in a timely manner. My accounting experience helped me to developed and organized inventory reports that helped with the distribution process.


            
