Mercedes Pagliaro

12607 Zuni Street Apt. 7-108, Broomfield, CO 80020
m_pagliaro@aol.com
720-626-3000

Objective: To obtain a position in Business Administration.

Related Experience:
Data Entry/Analystic

Aerotek/Cetera Advisors, Denver, CO                                  November 13-November 13
· Developed records and profiles of clients.

· Wrote and sent e-mails containing delicate information.

· Entered the personal ID. numbers and social security numbers in the company's system.

Packaging 

Otter box, Longmont, CO




                             August 13- October13
· Configuration

· Prepared and inspected products for shipping
Daycare Administration





  October 11-May 12

Babytopia Daycare, Denver, CO

· Maintained health and certification records, immunization charts, and food programs for all children and employees in an Excel database.

· Organized files.

· Developed profiles for all children and staff.

· Created weekly menus for the children using the application Minute Menu Kids.

· Obtained CPR, AED, Medical Administration, and EQUIT Community certification.

· Cared for children when not in the office.

Administrative Assistant                                                                    April 09-January 10

Clever Technology L.P of Sadiel Technology, Seville, Spain

· Read and revised invoices (checked designated voltages to see if they correspond with registered data, etc.)

· Gathered information from clients to process invoices.

· Check that taxes and information was correct and in order.

· Data entry.

Secretary
       June 08-April 09

Clever Technology L.P of Sadiel Technology, Seville, Spain

· Attended to phones and clients.

· Organized and distributed supplies throughout office.

· Internal and external communications of important projects.

· Organized and filed paperwork.

Administrative Internship
 February 08-May 08

Multiservize Flash, Florence, Italy

· Organized invoices and checked that the given taxes matched with the billing.

· Gathered and organized client information.

· Accounting responsibilities including maintaining accounts.

· Data entry.

Administrative Assistant                                                      October 07-February 08

Cristaleria Casas (Glass Company), Seville, Spain

· Explained the various products to clients.

· General customer service.

· Answered the phones.

· Produced the company’s invoices.

· Gave estimations to interested companies.

· Created images of final products using computer software.

· Maintained the company’s accounting records.

· Data entry.

Education:
Graduate of Pablo VI School, Seville, Spain

2 years of Hotel Management at F.P. Hosteleria IES Heliopolis, Seville, Spain

Graduate of Business School, Instituto Andaluz de Ensenanza, Seville, Spain

Languages:
Spanish (Native Language)
English (high – Intermediate 80%)( LCI Language Centers, Denver)
Italian (Intermediate)

Employment History:
	Factory Worker
	AES, Winchester, VA
	July 11-August 11

	Appointment Setter
	Ortobedding, Seville, Spain
	March 07-July 07

	Sales Assistant
	J&M, Seville, Spain
	April 06-February 07

	Salesclerk
	Surf Planet, Seville, Spain
	February 06-April 06

	Sales Representative
	Auna G.S.S Seville, Spain
	2004-2005


Other:
Green Card Holder and Legal Resident since 2010.

