AIME OJEDA
2258 W 74 ST # 201• Miami, FL 33016 • aimeojd@gmail.com • (305) 726-4931


PROFESSIONAL PROFILE
Executive Administrative Assistant with 2+ years of professional experience. Able to:
· Multitask in fast paced environment
· Proficiently work with accounting software
· Accurately and efficiently  handle invoicing, accounts payable and receivable
· Effectively manage vendor relationships
· Accomplish tasks with little to no supervision


EXPERIENCE
L&C SCIENE AND TECHOLOGY, INC.  								         Hialeah, FL
Administrative Assistant											    2010 – Present 
· Create financial reports in a timely manner in order for management to make accurate business decisions
· Process customer data to diligently collect payments from delinquent accounts
· Reduce shipping costs by analyzing various carrier options
· Manage accounts payable to effectively process bill payments
· Reduce material cost by analyzing vendor contracts and leveraging quantity break discounts

PRECIOUS TIME CHILDCARE & LEARNING CENTER					   	Miami Lakes, FL
Assistant Manager											        2010 – 2011
· Managed cash/check payments to ensure accurate collections
· Developed collection system  to bring past due accounts up to date
· Implemented scheduling system that streamlined business operations

FLORIDA REPDIALS  								       			   Gainesville, FL
Student Fundraiser	  										        2009 – 2010
· Increased contributions from alumni and families by effectively communicating the organization’s vision for future projects


HIGHLAND TITLE COMPANY, INC. 		  						 	Miami Lakes, FL
Post Closer		 							     			        2005 – 2006 
· [bookmark: _GoBack]Drafted legal document to insure timely closing sales agreement


EDUCATION
UNIVERSITY OF FLORIDA, WARRINGTON COLLEGE OF BUSINESS	   Gainesville, FL
Bachelor of Arts Business Administration, Mass Communication	                   2010


EXTRA-CURRICULAR ACTIVITIES
PR Committee Member, Hispanic Student Association	         2008 - 2009
· Developed and implemented communication materials to promote the association around campus
· Created marketing strategy for the events hosted by the organization,  including the 2009 Hispanic Heritage Month events 

Events Chair, Kappa Phi Lambda Sorority, Inc.	        2009 – 2010
· Coordinated organization events to increase awareness of Asian-American culture on campus


ADDITIONAL INFORMATION
Language: Fluent Spanish speaker
Computer: Proficient with MS Excel, PowerPoint, Word, Outlook, and QuickBooks
