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	FRANCISCA Pilar NUñEZ
Objective 

	
	It is my desire to obtain a position within the company where I can utilize my experience and knowledge to contribute to the advancement of the organization. 

	QUALIFICATIONS

	
	· Superb verbal and written communication skills

· Proficient with Windows XP, Windows 7, Microsoft Office Word, Excel, and Outlook 
· IBM Lotus Notes Database and Email, JDEdwards, and SAP Business Solutions software
· Skilled in Microsoft NAVision
· Excellent multitasking skills

· Exceptional interpersonal skills
· Fluent in  the Spanish language

	Work History 

	
	September 2012 – March 2013: Administrative Assistant II, Weatherford, Casper, WY
Process weekly expense reports for employees for reimbursement. Ensure daily processing of purchase orders to allow for timely and accurate processing of vendor invoices. Daily contact with vendors inquiring on invoice status and payment.
September 2011 – September 2012: PO Processor, Select Energy Services, Brighton, CO
 Perform daily entry of all vendor invoices for the Rockies Region processing on average 300 invoices weekly. Gather all invoices for each DBA within the region and distribute to the PO Processors for coding and approvals and review for accuracy when returned. Work closely with 5 DBA PO processors to ensure all invoices are returned and entered timely. Work with our corporate AP department to create new vendors and vendor account maintenance. Enter all employee expenses for each DBA to ensure our employees are reimbursed timely for any expense they incurred on the company’s behalf. Communicate with vendors on their invoice and payment status and also request any outstanding invoices for immediate processing to assure all credit accounts are in good standing. Monitor the daily Purchase Orders created by the PO Processors and receive supporting documentation to complete the receipt of invoice for open PO’s. Examine manual accruals submitted by DBA PO Processors at month end to ensure an accurate accrual is booked for each DBA. Also combined daily work tickets from jobs performed to ensure complete and accurate billing for the Brighton district. 
July 2008 – September 2011: Parts Clerk, Baker Hughes, Inc., Brighton, CO

 Manage all fleet information for this district within Baker Hughes. Work with CDOT and Port of Entry Officers to ensure all vehicles are properly registered with the State of Colorado. Maintain each unit’s DOT file to ensure accurate record retention according to state and federal laws. Data entry of daily equipment reports used by Equipment Operators to generate maintenance schedules to properly keep field equipment functional. Take daily, weekly, and monthly inventory of over 50 stock items to ensure the maintenance department has all parts needed to keep equipment properly maintained. Manage all Accounts Payables for Brighton District ensuring the timely processing of all expenses for our vendors, keying and posting up to 300 invoices weekly. Monitor GL accounts for the maintenance department to ensure accuracy and perform reclassifications when needed to correct misapplied entries. Make journal entries to reconcile purchasing card statements and book the AP accrual to ensure a clean monthly closing. Assist our Secretary with employee payroll processing meeting strict deadlines to ensure employees are paid on time.
May 2008 – July 2008: Temporary Staff, Express Personnel Services, Greeley, CO
Worked as temporary office personnel transitioning from Dish Network to BJ Services Company, now Baker Hughes, Inc.
June 2002 – May 2008 Routing Supervisor, Dish Network, Littleton, CO
Began as a Customer Services Representative I and was promoted through levels II and III. Job duties included taking inbound calls regarding billing and payment support, technical service support, and programming and equipment choices. Transferred to Customer Retention and handled escalated inbound calls working with customers to come to a solution that fit both the needs of the customer and the company. This led me to be able to take a position as a Quality Assurance Specialist monitoring three separate call centers taking a variety of inbound calls ensuring efficient and quality customer service on every call. Provided customer service agents assigned to me, with positive and constructive feedback to continuously improve the customer service experience. Worked with management teams compiling feedback scores and focusing on determined areas of improvement and tracking and reporting agent development. Transferred to Dish Network Service as a Routing Specialist compiling a daily list of new customer installations and technical service calls. As an agent I managed 3 field offices averaging 20 technicians per offices routing on average 4 jobs per technician daily. Was promoted to Routing Supervisor managing a team of 16 routing agents and 18 field offices across the nation, acting as liaison between the field office management teams and the routing agents to assure the most efficient routes were being created. Managed my team’s work schedule and provided feedback and performance appraisals. Worked with upper management to monitor trends in new customer acquisitions to adjust quota in the scheduling calendars to provide the best available dates to fit customer’s needs.


	Education 

	
	2000-2001                       Fort Lupton High School                Fort Lupton, CO

High School Diploma 


	references 

	
	References available upon request.


