TAITTIANA MARTINEZ 

4620 Kelly Rd.
Island Lake, IL 60042
Cell: 847.346.5559 

tati_taz3@yahoo.com 

OBJECTIVE 

Want to obtain a position in where I can use my intellectuality, my clerical skills and have the ability to grow within the company. 

  

EDUCATION 

            Illinois Institute of Art in Chicago, Bachelors of Art Culinary & Interior Design, winter 2007 

  

            Cristo Rey Jesuit High School, Graduated 2005 

            

            St. Callistus (Children of Peace Campus), Graduated 2001 

            

EXPERIENCE  

LaCosta Services, Payroll/Human Resource, Wauconda, IL (January 2013-Current)

•          Faxing, filing, copying

•          Employment verifications, I-9 Comply, IRS 
•          Daily time correction, watching budgets

· Sending out monthly and weekly reports

· Assist in on boarding and recruiting

· Answer phones and direct them to the appropriate department.

3D Exhibits, Shipping/Receiving & Receptionist, Elk Grove Village, IL (June 2011- January 2012)

· Answered the switchboard, and schedule meetings

· Accounting: entered tickets and invoices, pre-prepared new accounts, prepped unpaid bills and invoices, entered hours for the shop, and filed

· Rentals: scheduled available parts for show booths and passed out confirmation forms to account mangers and the executive mangers

· Shipping/receiving: scheduled for our show booths to be picked from the warehouse to the shows and back via Bekins, Airways, STI, KEMCO, KB, SEKO, FedEx software, UPS, and any other carrier that the client would want us to use.  I entered information into our daily shipping and receiving log everything that has shipped and everything that came in daily.  Scanned shipping paperwork and made sure the shipment arrived to its destination whether domesticate or international 

The Arbors, Leasing Coordinator, Battle Creek, MI (June 2010-March 2011)

•          Ran credit checks, income verification, and criminal background checks 

•          Typed up leases, and completed renewal leases 

•          Billing: AP/AR, opened and split property and tenant gas, water and 

       Electricity bills and judgment bills 

•          Basic clerical work 
· Placing deposits and entering into the system

· Marketed the property by leaving property flyers in furniture stores, laundry mats, tire shops, and hotels
•          Completed move-outs, and collections, sent out judgments to attorneys and tenants
•          Showed units and accept applications
•          Assisted in completing weekly and monthly reports 
      Woodland Crossing, Leasing Rep/Assistant Manager, Michigan City, IN (August 2008-September 2009) 

•          Answered phones 

•          Entered data in to skyline of new updates of tenants and late fee charges
•          Completed weekly reports and monthly reports on status of occupancy and many other reports 

•          Filed, faxed, copied, helped charge accounts, assisted in depositing, completed move outs, and 

        Sending residents there judgment letters unless other arrangements were made
•          Accepted applications and processed them 

•          Ran credit and criminal checks 

•          Showed apartments that were available to show 
•          Welcomed customers and explained to them about our HUD (Section 42) and Tax Credited Properties
Niego RealEstate, Receptionist, Chicago, IL (Aug 2005- Feb 2006) 

•          Welcomed customers who needed help finding a new home 

•          Collected the ernest money or deposits for rent                  

•          Was apart as the support staff for the agents                            

•          Filed, copied, faxed, answered phones, entered data into the MLS and reports into excel                   

•          Kept a well appearance and the office neat and clean 

•          Scheduled appointments for agents to do showings of houses   

      Lt. Governor Pat Quinn’s Office, Intern, Chicago, IL (Oct 2003-June 2007)     

•          Answered phones, kept office clean, made copies, and directed clients for there appointments. 
•          Kept count on office supplies and data entry for military information, assisted with payroll 
•          Daily entry of military info regarding soldiers and bases                          

•          Simplified files for the Lt. Governor and did personal runs 
•          Set up conferences, and press conferences, kept track of monthly functions                  
      VinCenzo International, Receptionist/Warehouse, Chicago, IL (Oct 2001-April 2007) 

•          Kept dock area cleaned and organized, tracked packages that were being sent or received 

•          Kept count of merchandise in the dock area         
•          Answered phones and welcomed walk-in customers, made flight arrangements   
· Assisted in ordering product supplies took photos of merchandise and download them into the database
· loaded in the shipments, and physically check in merchandise

· Organized purchase orders entered them for payment.  
· Prepared the design room for upcoming projects

· Assisted in hotel reservations and projects for clients
SKILLS 

Computer Skills: Word, Excel, PowerPoint, Spreadsheet, Front Page, Photo Shop,  Adobe Acrobat, Publisher, PDF, Outlook, Quickbooks, ACT, Access, MLS,MRI, Internet, Skyline, Yardi, Esite, Management, MAS90, TAZA, FedEx system, UPS, Propertyware, Landlord Max Blue Moon, Team Software, drive Forklift and Picker and Bilingual- Spanish and English.
     References
Upon request
