Lizette Garcia
2500 Bayside Dr Unit 5

Palatine Il 60074

 (847)977-4275

 lizgar1991@yahoo.com

OBJECTIVE: Seeking a position which will allow me to expand my practical experience while providing exceptional worth ethic. 

 

EDUCATION:                     

William Rainey Harper College, Palatine, Illinois

 Major: Business 

Anticipated date of degree:  January 2015

EXPERIENCE:   

Gmotorcars, Arlington Heights, Illinois


               05/2013-present
Business Development Coordinator 


•
Coordinate the business development center


•
Assist with financing in the finance department


•
Ensure that all leads and companies that assist leads are being followed up with 


•
Ensure that customers receive superior customer service 


•
Educate consumers about the products


•
Oversee internet leads


•
Translate as needed


•
Assistant to owner to ensure that customers and business would run accordingly.  

AA Automotive, Waukegan Illinois       



06/2009-01/2013
Service manager/Title Clerk/ Accounts Payable, Receivable    

                  


•
Worked on multiple projects simultaneously 


•
Have the ability to work with people from all levels of discipline 


•
Processed documents with the Department of Motor Vehicles  and other state agencies.


•
Handled payroll


•
Ensured sales tax and fees were paid on time


•
Responsible for accounts payable and receivable 


•
Created billing statements and process claims


•
Provided Spanish speaking customers with a comfortable and informative service  

SKILLS:


•
Fluent in Spanish reading and writing 


•
First Aid and CPR Certified


•
Ability to work under pressure and at a high volume environment.


•
Reliable, responsible


•
Great attention to detail


•
Computer Savvy 


•
Extensive knowledge with Microsoft Excel, Word and Quickbooks. 


•
Most importantly I am a stable individual in every aspect.  

