Celina Gallegos

Professional Summary
Strong analytical and human relations skills; especially effective in helping customers and associates resolve issues and concerns.  Extensive ‘face to face’ customer environment; adaptable and transition easily between skill sets demanded for various settings.  Undertaking a computer aided Spanish interpreting course.  Various performance bonuses and recognition received.

Technical Summary
MSOffice (Word, Excel, Outlook), JDEdwards; E-filing; Customer Relations; Scheduling (Client and Employee); Back and Front Office Operations; Community Relations; Accounts Payable and Receivable; HR Support including Payroll; Over 10 years of Administrative Support, Records Management, Filing, Data Entry, Staff Supervision/Training.  Billing; Shipping; Client Needs Assessment.
Detailed Experience:

Adecco/Boulder Staffing/Express Pros - On-call Administrative & Customer Service;  2011 to Present
Provide temporary staffing services for various clients including Technology, Pharmaceutical, Property Management, Staffing and Auto Salvage; entrusted with immediate access to highly secure and proprietary sensitive information and areas.  Includes meet and greet, event planning, cash handling, invoicing and various reception and executive support functions.

City of Thornton;   May 2001 to October 2003 (PT) & September 2003 to October 2011 (FT)
Provided part-time assistance in Accounts Payable using E-Filing system to obtain approvals to pay City vendors and process manual checks for emergency payments as needed.  Discovered billing rate discrepancies from utility provider; assisted in compiling data to recover multiple thousands of dollars. 

Full time support in Management Services – Support – Custodial Division.  Lead responsibilities included employee performance documentation and training, time card verification, and successfully converting 5/8s work schedules for three main facilities to 4/10s with limited staff.  Inventory & Purchasing.  Accurate time reporting for excessive mandatory OT and project management for annual shutdowns,  working in conjunction with Maintenance Staff and Contractors to meet time stringent deadlines.  Immediate resolution of trouble tickets via ticketing system and/or e-mail requests for public facility set-ups and associate needs.  Custodian.

Lucent Technologies;  October 1996 to May 2001
Executive Assistant/Call Center – International Technical Assistance Center & International Repair
Provided simultaneous executive support to two General Managers, one in the International Division; the other dedicated to the Caribbean/Latin America Region.  Included communicating with Regional Support Managers, scheduling, reserving conference rooms, travel arrangements and expense reports.

Served as first point of contact in call center using ticketing system to monitor escalation issues for trouble tickets from Tier II engineers to Tier IV – receiving calls in Spanish and entering data in English for engineer escalation to Labs for the Caribbean/Latin America Center of Excellence.

[bookmark: _GoBack]Worked closely with Broker for International Repair product for the Asia Pacific/Australia region, resolving billing issues with the Asia Pacific subsidiary.
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