MARILUZ ORTIZ 
89 AVE C 
NEW YORK, New York 10009
Tel: 917-515-5005

OBJECTIVE: Seeking an administrative position which will offer a range of challenges and responsibilities where my skills and abilities can be fully utilized.

QUALIFYING SKILLS:

Ability to prioritize and complete tasks accurately and on time in deadline- sensitive in a fast pace environment
Excellent attention to details
Ability to learn quickly
Great communications skills (oral and written)
Flexibility required transforming instructions and feed back of diverse management team into projects completed independently, accurately and thoroughly. Bilingual English and Spanish speaking. 

EXPIRIENCE 

2008-2011 T&M RESOURCE 

  Administrative Assistant: Handled phones, correspondence, and the calendar, interacted with vendors and FedEx/UPS, kept the office organized, updated the client database, assisted with projects, research, proofread documents, also compiled and mailed reports to retail chain stores and manufacturing companies; made travel arrangements, managed the inventory, ordered office supplies, and coordinated catering for lunch.
.
2006-2008 FEDEX GROUND 
Performed general clerical duties to include but not limited to: photocopying, faxing, scanning, mailing and filing.
Maintained hard copy and electronic filing system.
Created and modified documents.
Opened, sorted, and distributed incoming correspondence, including faxes and e-mails.
Greeted visitors and determined whether they should be given access to specific individuals.
Prepared responses to correspondence containing routine inquiries.
Performed general office duties such as ordering supplies, maintaining records management systems, and performing basic bookkeeping work.
Maintained mailing list and inventory spreadsheets using Microsoft Excel.




EDUCATION
B.A.  IN CRIMINAL JUSTICE JOHN JAY COLLEGE NY, NY,

