JUAN CARLOS QUINTERO CUSGUEN
638 B Johanne Pl, Colorado Springs, CO, 80906
Phone (540) - 446 - 1006
E-mail: jkusguen@gmail.com

PROFILE
Summary Office Manager and Government Relations, with 5+ years extensive experience doing, audits, Accounts Payable, Accounts Receivable, Contract, Payroll, Purchasing, Inventory, Shipping and Receiving, cashier, customer service.
EXPERIENCE
Administrative, driver and general duties. 		ESSENCE DE PROVENCE   	 ARLINGTON,VA          JANUARY 2012 – DEC  2/2013.
· Account Payable - Maintain vendor file, Approve invoices, process invoices for payment, run reports, print and sign checks, research/resolve vendor problems. 
· [bookmark: _GoBack]Maintenance Workshop (painting, lighting, plumbing, electricity)
· Track Inventory, Conduct Inventory audits, complete full Inventory yearly. 
· Maintained and cleaned vehicle.
· Driver.
Server AND Bar back.				TOWN HALL	                        WASHINTON D.C.             OCTOBER 2013- NOV 29.
Cashier						Z-BURGER	                        WASHINTON D.C.             JANUARY 2013- OCTOBER.
· Operate cash register and adding machine in order to manage cash for sold items.
Administrative Duties online				BOYRA LLC, 	                          MIAMI .FL.		MAY 2012-JUNE 2013
· Check reconciliation, Collection. 
· Billing - Invoice Customer, Generate credits and various invoice adjustments, 
· Payroll - Process weekly, verify hours.
Director Government Relations 			BOYRA S.A.          Bogota, Colombia.			2007-2011
· Reputation in the industry as a creative, dynamic professional with valuable contacts in politics and business.
·  Skilled in all areas of media and public relations.
· Able to lead change and build consensus.
Office Manager 					BOYRA SA,      BOGOTA, COLOMBIA  AND  BOYRA LLC  MIAMI,FL  2003 – 2007
· Oversee the daily operations of the Administration staff.
· Hire new personnel and apply disciplinary policy. 
· Implement and manage a training program for Administration staff. 
· Conduct all computer training.
· Maintain all computer and phone equipment. 
· Purchase - Generate Purchase Orders, Order material and distribute reports, verify invoices to Purchase orders for accuracy. 
· Warehouse - Schedule delivers, Receive orders, resolve any order problems. 
· Track Inventory, Conduct Inventory audits, complete full Inventory yearly. 
· Maintain Inventory Database and Experience.
· Account Payable - Maintain vendor file, Approve invoices, process invoices for payment, run reports, print and sign checks, research/resolve vendor problems. 
· Account Receivable - Apply checks, bank deposits, Maintain Customer file.
· Check reconciliation, Collection. 
· Billing - Invoice Customer, Generate credits and various invoice adjustments, 
· Payroll - Process weekly, verify hours.
· Maintain Employee file, calculate bonuses and commissions.
Education
· Services management Trainings,                                   Sabana University, Bogota-Colombia.          2009		
· Certificate Cisco Sales Manager 	                              CTT, Bogotá Colombia.		          2008
· Certifícate QoS 2007,			              CTT, Bogotá, Colombia.		          2007
· Sabana University, Bachelors of Business Administration. Bogota, Colombia.                                 2003. 
· Experience with MS Office applications including Word, Excel, PowerPoint.

LANGUAGE: English and Spanish.

REFERENCES
Cindy Jimenez
Director, Government Relations at United Technologies.
Washington, DC.
Cindy.jimenez@utc.com
202-834-9026

Essence de Provence
Beth Bosova
Manager and Owner.
202-746-8200

Town Hall.
Ross Hurt
Manager.
202- 333-5640

Z-Burguer
Abraham Abraheim.
Owner- manager.
202-965-7777

BOYRA S.A
Bogotá, Colombia.
Phone  [57-1] 7 03 34 70  
info@boyra.com

BOYRA LLC
MIAMI, FLORIDA.
Phone (786)246 – 9822
