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	OBJECTIVE
	

	
	
	

	Secure a responsible career opportunity to fully utilize my training and skills, while making a significant contribution to the success of the company.

	EDUCATION —
	EXPERIENCE
	

	
	
	

	
May 2004
B.A. in Business Administration University of Sacred Heart
Minor: Transportation

May 2020 
Temporary Teacher License Florida Department Education#1366423
	June 2018 – Present * 
Office Specialist III • Bookkeeper  
Volusia County Schools - Mainland High School  
Conducted monthly closing process, accruals, and journal entries. Processed Accounts Payable transactions which included generating checks, organizing, distribution and month-end journal entries.  Received, recorded, and banked cash, checks, and vouchers as well as reconciled records of multiple bank transactions; posted & reconciled credit card transactions.
  

March 2018 – June 2018 
Office Specialist I • Guidance Counselor Secretary  
Volusia County Schools – Mainland High School  
Multi-tasking office specialist with an excellent customer service skill as well helping parents enroll the students at school. Scheduling school guidance counselor appointments to advise the students in campus. Answer phone calls, filing, and redirect students with the guidance counselors, and with social workers.
 
October 2017 – February 2018 
Customer Service • Customer Representative 
Sears Holdings 
Priority customer service skills to conduct, redirect and scheduling repair, installations, and/or services for Sears customers.

August 2016- December 2016
GAP Unemployed due the movement from Puerto Rico to Florida





November 2012 – July 2016 
Accounting Assistant I
University of Puerto Rico
Maintained accurate reconciliation of revenue in Web unbilled system to be used for reporting purposes to upper level management, displaying superior analytical skills.  Reconciled route cash bank deposits and resolved bank deposit discrepancies.  Assisted with preparation of monthly journal entries reconciliations and with the yearly audit process.

May 2011 – September 2012
GAP Unemployed due cutting of the massive at the state government budget to reduce personnel with less than 10 years

November 1998 – April 2011
Purchasing Agent II
Department of the Family
Make purchasing to the Department of the Family and local offices, following and applying the procedures. Offer training for the sub-delegate purchasing agents and, in the supervisor or office director absence supervise the employees. In charge to develop descriptions for informal or formal auctions to allocate the best offer to keep in good standing budget in benefits of the government.



	
	KEY SKILLS 
	

	
	
	

	
	Customer service, communication, computer skills, active listening, interpersonal skills, leadership, management skills, problem solving, transferable skills, and bilingual (Spanish/English)

	
	REFERENCES 
	

	
	
	

	
	Available upon request 

	
	



