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_________________________________________________________________________________

CAREER OBJECTIVE:  Administrative Management Position

SUMMARY OF QUALIFICATIONS

· Four years as an Office Administrator.

· Two years as a Supervisor.

· Two years experience in Hospitality Industry.

· Associated Degree in Hospitality Management.

· Multi Lingual (Proficient in English, Spanish, and Dutch.)

· Computer Experience (Word Perfect/Ami Pro/Word for Windows Microsoft Access Database/ Microsoft Excel/etc.)

PROFESSIONAL EXPERIENCE

Management/Administrative Support

· In charge of maintaining a zero discrepancy status on all active folios, by keeping payments current and up to date for the Accounting Department of a Major Hotel/Time-Share Resort.

· Supervised six administrative office personnel and assured customer's needs were identified and solved in a timely and a satisfactory manner; maintaining a high repeat customer rate.

· Oriented and instructed new personnel about rights and responsibilities.

· Trained personnel in newly assigned office functions.

Customer Service
· Prepared and handled Personnel Check-In's, Reenlistments, Transfers, and Discharges. 

· Handled and processed loan applications, special requests and orders.

· Provided hotel express check-in and Front Desk services.

Computer Experience

· Implemented, structured, and maintained a computer database on over 200 employees, streamlining the process of storing the information gained, highly improving the accuracy, and output of reports needed by different departments.

· Effectively shortened the period required to complete projects and assignments by automating most of the repetitive tasks and paperwork generated and stored in the office.

EMPLOYMENT HISTORY

1992 - Present

Administrative Supervisor; United States NAVY


Florida

1992


Assistant Night Manager; ESJ-Towers Hotel/Resort


Puerto Rico

1991


Teller; Popular Bank of Puerto Rico




Puerto Rico

1990


Front Desk Clerk; Raddison Normandie Hotel


Puerto Rico

EDUCATION

1990 Associated Degree in Hospitality Administration

University of Puerto Rico; Carolina, Puerto Rico

