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Address

City, State Zip
Phone #

E-mail

EDUCATION:

Hostos Community College/CUNY



Bronx, NY



A.A.S. in Accounting, expected January 2007
MAJOR COURSES:


Accounting I, II & III, Federal Personal Income taxes, Introduction to Business, Business Law I, Personal Financial Planning, Principles of Management, Pre-Calculus, Computer Applications for Documents, Intermediate Accounting, &Finance Management 

EXPERIENCE:
04/05-Present

Accounting Firm





New York, NY





Personal Assistant
· Process accounts payable and receivable. 
· Collect and deposit monies into bank. 
· Receive payment for services offered to various companies. 
· Answer telephones, forward calls, and draft detailed messages. 
· Process e-mails, incoming mail, and organize files.
01/04-05/05

Agency







Bronx, NY
Bookkeeper
· Debited, credited, and total accounts on computer spreadsheets and databases.
· Operated accounting software to record and store information.
· Prepared reports of all international money transfers and money orders sold.
02/04-04/05

Cosmetics Store





Bronx, NY
Store Manager

· Oversaw the day-to-day operations of the store while meeting monthly sales goals.

· Placed orders, received merchandise, and handled damaged products. 
· Addressed customer inquiries and resolved complaints in a professional manner.

06/02-06/03

Clinic







New York, NY





Medical Secretary 
· Greeted visitors, ascertained purpose of visit, and directed them to appropriate staff. 

· Interviewed patients in order to complete intake, insurance forms and case histories.
· Scheduled appointments, registered and admitted patients. 
· Compiled and recorded medical charts, reports, and correspondence.

· Answered telephones, conducted phone interviews, and directed calls to appropriate staff. 

· Received and routed messages and documents such as laboratory results to appropriate staff. 

· Distributed petty cash and metro-cards upon verification of recipient.

SKILLS:
· Bilingual in Spanish/English.
· Proficient in Word, Excel, PowerPoint, QuickBooks 2005, and the Internet.

· Strong customer service experience and excellent administrative skills.

· Good communication and interpersonal skills.

· Type 35 wpm.
REFERENCE:





Available upon request.
