14159 Hunt Club Lane, Plainfield, IL 60544
Mobile: 815.735.3057
mr.eddie.c.martinez@gmail.com
Eddie C. Martinez
Summary of Skills:
· Bilingual; fluent in speaking, writing and reading both English and Spanish.
· Minimum of 5 years of cash and finance handling
· 3 years of office managerial experience.
· Proficient in Microsoft Office (Word, PowerPoint, Excel, Outlook).
· Experience dealing with insurance companies, claims.
· At least 5 years of customer service and interpersonal communication experience. 
· Experience doing estimates.
· Experience with CCC one pathways.
· Experienced performing payroll.
	
Work Experience: contact information upon request
Martinez Auto Body LLC		       02/2008 – 09/2012			      	Hammond, IN
Office Manager:
Administrative support for a group of partners, ordering/maintaining office supplies, dealing with vendors, managing a group of administrators by delegating and monitoring administrative responsibilities and staff performance, creating and streamlining office activities, handling all administrative support to insurances on auto claims, perform biweekly payroll for staff.
Auto Body Assistant:
Assisting workers with body work on vehicles, painting vehicles, disassembling and assembling car parts, preparing vehicles for paint, detailing cars, helping to maintain a safe and tidy work environment, disposable of scrap metal, assisting with engine and transmission rebuild, and test drive vehicles.

Left to pursue another job opportunity, that did not work out.

Discovery Clothing Co.			        10/2009 - 01/2011				Romeoville, IL
Authorizer/Cashier Manager:
Handling purchases/returns/exchanges, working with customers, ensuring customer satisfaction, and operating register in a safe and efficient manner.
Floor Salesman:
Price clothing, maintaining a clean environment for customers, neatly stocking and organizing racks and shelves, dressing mannequins, assisting customers with shopping experience, and helping to open/close store.
I moved on to pursue Martinez Auto Body LLC full time.

  



Education:

Romeoville High School		           2005-2009			           Romeoville, IL
· High School Diploma
Joliet Junior College			          2009-2011			     Romeoville/Joliet, IL
· 20 credits obtained
· Pursuing Associates in Business Administration
	Professional References: contact information upon request
Anthony Barnes
· Enterprise Application Integration Information Management Principal at Affiliated Computer Services, Inc (ACS)
Guadalupe Gutierrez
· Assistant Manager at Allstate Insurance
Leticia Deagueros
· Branch Manager at Marquette Bank
