ANA HERNANDEZ
(801) 548-3695	Denver, CO	anaadez@yahoo.com

OBJECTIVE
Seeking a position as an Administrative Assistant; where I can use my excellent organizational, computer and communication skills, to provide high level administrative support to staff and managers.

SKILLS
	Bilingual(English/Spanish)
	Typing 46 WPM
	Computer Skills
	Payroll

	Accounts Payable/Receivable
	Communication Skills
	Multi-line Phone
	Cash Handling

	Organizational Skills
	Data Entry
	Time Management
	Teamwork

	Filing Documents
	Detail Oriented
	Critical Thinking
	Customer Service



WORK EXPERIENCE
Office Assistant
· Used and maintained office machines (i.e. facsimile, photocopier, scanners, etc.) and operated computers for spreadsheets, Excel, word processing database and other applications.
· Translated documents from English to Spanish.
· Counted money from all the schools in the district.
· Collected and accurately recorded time cards for payroll, into the database. 
· Helped out by cashiering during lunch hour.
· Prepared bank deposits.


Receptionist
· Operated multi-line phone systems to answer, screen or forward calls, communicated information and transcribed messages in a courteous and professional manner resulting in improved client and internal employee relations.
· Processed expense reports for accounts payable/receivable. 
· Sent statements at the end of each month. 
· Opened and distributed mail.



WORK HISTORY
Home Health Aide/Medical Assistant	Girling Healthcare			2013
Medical Assistant				Dr. Vic Fey, MD				2012-2013
Medical Assistant				Intermountain Healthcare 			2011-2012
Medical Records				Medical Associates			2011	
Office Assistant				Nogales High School			2009-2010
Office Assistant				Idaho Steel Incorporated			2008-2009
Optical Aide				Wal-Mart				2005-2008
Sales Person				Watch n Save Jewelers			2002-2005

EDUCATION AND TRAINING
[bookmark: _GoBack]Medical Assisting-Diploma 		Eagle Gate College			2011
CPR/BLS				American Heart Association		2013
