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	Objective

	To obtain a position in Business Administration, Clerical, or Customer Relations.

	Skills Profile

	Fluent in English and Spanish
Skilled in accounts payable and accounts receivable, payroll, billing
Employee scheduling, prepare company bank deposits, balancing and maintaining registers and managing employees
Proficient in Microsoft Office Suite-Outlook, Word, Access, Excel, Database
People Soft and Oracle
Knowledge of labor laws, worker’s compensation, employee benefits, OSHA safety
Experienced leader-manager and assistant manager 
Background in Human Resources-screening, interviewing, hiring and training staff
Excellent customer services skills and experience including interpersonal communications and active listening 
Typing skills-70wpm, experienced in data entry, filing, maintaining personnel records and public relations
 

	Employment History

	Administrative Assistant, ManPower (temporary position)
	2010 — 2010

	Marion, NC
Coordinated aspects of material purchasing-cost per project, amounts needed, charges to customer, and materials ordered
Contacted clients regarding orders and confirmations; forwarded concerns to appropriate personnel
Maintained daily staff schedules, tracking contractor’s work locations
Multi line phones-assisting clients, directing calls and taking messages

	Payroll Manager/Human Resources, Arrvato-Innovative Hiring Technologies
	2008 — 2009

	Weaverville, NC
Processed employee payroll, performed data entry, and filed all paperwork
Managed personnel records and files
Maintained employee applications
Interviewed candidates for employment
New Hire Orientations
Processed benefits for all employees

	Human Resources Assistant, The Wackenhut Corporation
	2007 — 2009

	Arden, NC
Processed accounts payable and accounts receivable
Proofed employee applications
Worker’s compensation 
Benefits
Billing
Payroll
Personnel files
New hire orientations
Maintained knowledge in labor laws

	Manager, Starbucks
	2006 — 2007

	Fletcher, NC
Managed store operations-scheduling, managing employees, inventory, purchasing, receiving shipments
Established superior customer service and rapport 

	Personal Qualifications

	
Excellent problem solving skills 
Works well  independently and as a team member
Sharp in learning and comprehending new policies and systems
Experienced in clear and effective business communication
Confident and decisive under stressful conditions
Time management-skilled at setting priorities and exceptionally well organized




