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Carlos Pimentel
4590 Milpas Street, Camarillo, CA  93012   (805) 484-8700 (Home) (805) 754-9086 (Cell)
c.pimentel30@yahoo.com
PROFILE

Customer Service/Administrative Assistant is seeking to utilize experience in administrative and clerical support using skills in customer interface, record retention, accounts payable and handling confidential information.
PROFESSIONAL EXPERIENCE

Monterey Fishing Company

Port Hueneme, CA

Port Worker                                                                        June 2013- Present
· Support port with unloading Fish from boats
      -  Recorded/ handled shipping/ receiving 

      -  Operated Forklift truck

      -  Transport and place pallets in semi trucks

           -   Provided maintenance support
Meathead Movers

Camarillo, CA
 Mover
                                                                                  November 2010- October 2012
· Professional mover/Customer Service Supervisor
      -  Accounts Payable

      -  Recorded/ handled shipping/ receiving 

      -  Provided front line interface with clients

           -   Operated 15 and 24 foot trucks
FDSI Logistics 

Westlake Village, CA                                                                   January 2010 – June 2010
Office Support/Clerical

· Support through out office/Customer Service
-   Responsible for data entry/imaging 
-   Handled shipping/receiving 

-   Provided clerical support for auditors 

-   Open, index, and distributed incoming mail
-   Stamped and sent out going mail
CORVEL CORPORATION 



January 2007 – April 2009

Camarillo, CA

Support Coordinator/Claims Assistant
· Records Administration/Customer Service

· Provided front line customer service for internal and external customers
· Efficiently handled high volume phone calls with a clear and knowledgeable form of communication
· Open, index, distribute and date stamped incoming mail
· Maintained confidential medical reports following the record retention policy
· Provided clerical support for claims adjusters

· Ordered office supplies
· Accounts Payable 
HAZELRIGG RISK MANAGEMENT              
   January 2006 – Aug 2006
Oxnard, CA
Clerical Assistant/Internal Customer Service

· Front Office
· Handled incoming and outgoing phone calls 

· Provided front office clerical support

· Provided internal customer service for claim adjusters

· Recorded and filed all incoming subpoenas
· Filed and maintained bills and medical reports into company’s file system

· Data entry of W-9 forms into office payment system

Skills

· Ability to provide professional internal and external customer service 

· Computer literate MS Office: Word, Excel, Outlook
· Data Entry 

· Team player, can work with little or no supervision
· Filing by various schemes (alphabetical, chronological, numerical color coding, and subject based)
· Ability to handle confidential information

Education 

· General Education, Ventura Community College, Ventura CA

2005-Present
· High School Diploma, Adolfo Camarillo High School, Camarillo, CA
2001-2005
References Available upon Request

