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QUALIFICATIONS SUMMARY:
Energetic and reliable Administrative Professional with a background in construction, finance, nonprofit and healthcare settings. Demonstrates strong organizational, communication and relationship building skills.  Eager to contribute strong administrative skills to a company in need of top level support.
· Bilingual: Spanish/English
· Goal and results-oriented with proven ability to increase revenue in highly competitive markets. 
· Strong relationship-building and problem-solving skills including listening attentively, and using tact and diplomacy to find common ground to achieve win-win outcomes.

EXPERIENCE:
Office Coordinator, Sr. Acct. Clerk/Forest City, Spacecon, Platte Valley Maintenance                 08/2014 to Present                                           
· Completed temporary assignments at multiple commercial construction companies.
· Explained application, paperwork and kept records of applicants; screened applicant’s skills and made recommendations to superintendent on possible candidates.
· Managed front desk, answered phones, and greeted guests
· Assisted with DOT compliances and random drug testing.
· Renegotiated payment terms with dozens of suppliers/vendors from net 7 to 60 days. Improved cash flow and helped facilitate company’s return to profitability.
· Consistently maintained accuracy in calculating figures and amounts such as discounts, interest, commission’s proportions and percentages.
· Resolved and average of 200 customer inquires in any given week and consistently met performance in all areas – speed, accuracy and volume. 
· Shadowed and assisted Safety Coordinator at Spacecon.
· Delegated all light duty assignments to employees.

Accounts Payable Technician /Centura Health, Englewood CO 		                                     10/2013 to 10/2014
· Verified all accounts payable invoices are in conjunction with accounting standards and internal control processes in accounting department. 
· Processed 800+ invoices weekly as well as uploads and check requests into the accounting system and matched to purchase orders when required. Linked key information into the imaging system for payment in an electronic document management system.
· Worked closely with Supply Chain Management, vendors, and departments to resolve discrepancies.
· Provided internal departments and vendors with superior customer service.
· Work with vendors, approvers, or other internal escalation contacts to address issues. 
· Became the lead bilingual staff for particularly challenging calls and one of the company’s primary mentors/trainers of both new and existing employees.

Sr. A/P Specialist (Temporary) / Einstein Noah Restaurant Group, Lakewood, CO 		     08/2012 to 10/2013
· Processed accounts payable for 450+stores, reviewed all invoices for appropriate documentation and approval prior to payment; ensure timely and efficient processing, reconciling and researching of AP.
· Ensured SOX compliance as it pertains to Accounts Payable policies and procedures.
· Handled the weekly vendor, employee, rent, garnishments payment process and mailed vendor checks.
· Generated daily ACH upload reports; maintain GRIR (received not invoiced) account.
· Translated documents from English to Spanish.

Accounting Specialist /Grant Technician/ Colorado Coalition for the Homeless, Denver, CO   05/2010 to 08/2012
· Tracked  and reported grantee spending.  (TANF,HRAP, Homeless no more )
· Reviewed Payables for duplication, codes, and approvals.
· Issued checks for payment; makes copies, file and email copies of checks to sub grantees.
· Responded to all vendor inquiries and managing vendor relationships.

Accounts Payable Specialist / Hoag Memorial Hospital, Newport Beach, CA                                     11/2008 to 04/2010
· Verified all accounts payable in conjunction with accounting standards and internal control processes.
· Processed full cycle payables; heavy volume data entry between 150+ invoices per day using automatic invoice matching system.
· Prepared month end A/P accruals and other reports; reconciles monthly vendor statements

Software Proficiencies
QuickBooks, Great Plains, MAS 90, SAP, Solomon, JD Edwards, Lawson, Microsoft Office (Word, Excel), and Ten Key 

Education:
Emily Griffith Technical College -  Construction Careers 
Richland College – Dallas, TX 
