Angelica M Gonzales                                                                                                                                         460 Pacific Avenue                                                                                                                                                 Fort Lupton, Co 80621                                                                                                                           720-490-2030                                                                                                                          agnzales23@aol.com
Professional Objective                                                                                                                                      

To obtain a challenging position that will provide the opportunity to be innovative and utilize my organization, customer service and accounting skills. I am searching for a strong company which provides advancement opportunities so I can plant my roots and grow.
Highlights of Qualification

· Bilingual
· Recruiting, e-verify, sterling BG, Onsite assistant, prescreening, solid placement track, strong client relationships
· MS Excel, Word, Ten Key by Touch, Outlook, SAP
· Ten Key by touch – 40 wpm
· Excellent Phone Skills
· Light Accounting
· Accounts Receivable/Collections/billing
· Works well individually or as a team member
· Excellent organizational, communication and writing skills
· Supply Chain knowledge/QA/Shipping/Receiving/Tracking
· Cycle Counts/Inventory QA
· Purchasing/SAP System
Work Experience



Select Staffing





Longmont, CO    
03/12-07/12   Personnel Supervisor
· Recruiting manufacturing and assembly clients

· Maintained close relationships with clients

· Direct Hires/Terminations

· On site Orientations for new hires

· Receptionist as needed 



Intrado Inc






Longmont, Co 06/08-10/11   Analyst for State of Hawaii / Georgia 
· Customer Service for 911 Telco customers

· Working closely with Counties, PSAPs and EMS responders

· Working records for Hawaiian Tel and ATTSE

· Adjusting Ranges, ESN, and internet research

· Training other employees on Hawaii processes

· Running daily reports

· Working closely with other Telcos to assist and train

· Worked with team members to set up team meetings

· Documentation



Mile High Solutions





Westminster, CO    
09/06-06/08   Staffing Coordinator/Payroll Administrator 
· Recruiting for a Global Technical Company 

· Billing

· Direct Hires/Terminations

· On site coordinator – Graphic Packaging Inc

· Receptionist as needed 

· Payroll

· Safety tours

· 32 employees reporting to me



Santos Sanchez Concrete


03/05-07/12 
Administrative Assistant 




Fort Lupton, Co   

· Sales

· Scheduling Bids

· Managing Accounts

· Interpreting


Metal West Specialty




Brighton, Co
10/04-02/05    
Sales/Billing Administrative Assistant/ Translator

· Sales for HVAC Products

· Cycle Counts

· Receiving/Shipping

· QA

· Expedites/Research/Tracking/Reship

· Monthly Invoicing

· HR Support


Avaya
                                                                                                                       03/00-10/04
Material Planner/Accounting Assistant


Westminster, Co

· Tracking shipments/Research

· Worked closely with warehouse personnel

· Researching and clearing blocked invoices

· Internet research for deliverables

· Warehouse inventory volunteer

· Daily contact with suppliers

· Maintaining client records and history on database

· Update any and all changes to client accounts

· Supply Chain knowledge
· Cycle Counts/Inventory QA
· Purchasing/SAP System

United Power Inc





Brighton, Co

03/95-01/00     Customer Service Rep/Lead Cashier/Billing Administrator

· Lead cashier and billing rep for utility company

· Worked closely with irate customers to ensure payment

· Accounts receivable and collections representative

· Maintain general ledgers
· Creating new customer accounts

· Research SSN and other confidential info for tracking
· Balancing cash drawers/locking up facility

· Work with dispatch to disconnect/reconnect service 

· Billing of Fort Lupton Water (outsourced to United Power) utilizing all my skills above

Education

                      1989 Graduate
Fort Lupton High School

Fort Lupton, Co

References
Juana Hernandez
PERA Teacher/Manager FedEx
720-276-8448



Neyva Aguirre
Day and Co Realtor


720-299-2529



Rodrigo Chavez
SunCor Foreman


720-299-2537



Santos Sanchez
Owner /Sanchez Concrete

303-246-8760
