Tammy Marquez
Rochester, MN
Tammy.marquez1@yahoo.com
(319)750-9821

Accurate, assertive, and adaptable person who can effectively multi-task in challenging situations and meet critical deadlines. Energetic, results-oriented team-player, eager to bring strong administrative skills to a growing company in need of top-level support. Exceptional customer service and decision-making skills. Strong work ethic, professional demeanor, and great initiative.

Core Qualifications 
* Complex Problem Solving * Operations Management * Quick Learner * Computer Proficient * File/Records Maintenance * Strong Communication Skills * Financial Records and Processing * Detail Oriented

Work Experience
Travel Consultant 
Bursch Travel – Rochester, MN 
September 2011 to Present

 Recommend, research and book travel for clients. Managed the receptionist area, including greeting visitors and responding to telephone and in-person requests for information. Updated database with customer and sales information. Marketing of self to community in order to bring in new clients and referrals. Maintain detailed records of all clients, sales and appointments. 

Restaurant Manager 
Gators Restaurant - Burlington, IA 
January 2010 to September 2011 

Scheduled and directed staff in daily work assignments to maximize productivity. Efficiently resolved problems or concerns to the satisfaction of all involved parties. Continually monitored restaurant and took appropriate action to ensure food quality and service standards were consistently met. Maintained accounts receivable documentation electronically and on paper. Handled cash and deposits using the proper accounting procedures and documentation. 




Bookkeeper
Reinschmidt Marble & Granite - West Burlington, IA 
May 2009 to October 2009 

Maintained accounts receivable documentation electronically and on paper. Processed bank reconciliations and financial reports to verify practice of proper due diligence. Handled cash and deposits using the proper accounting procedures and documentation. Processed payroll, electronic deposits and employee pay adjustments. Processed journal entries, online transfers and payments. Executed quarterly financial reporting on multiple properties.

Education
AA Degree Accounting 
Southern New Hampshire University

BA Degree Social Work 
Marycrest University – Davenport Iowa

Skills
*Microsoft Office 
*Outlook 
*Journal Entries
*Accounts Payable
*Accounts Receivable
*Payroll
*High Computer Knowledge

