                       CARMEN R. RIVERA

62 Kankakee Trail, Palm Coast, FL 32164    (386) 864-4797    rivera2014@aol.com
Experienced and efficient bi-lingual Administrative Assistant with excellent technical and organizational skills in real estate, financing, accounts payable, accounts receivable, payroll, bookkeeping, corporate tax, securities, stocks and bonds. 
EDUCATION

Penn Foster Career Institute – Medical Coder Biller

Miami Dade Community College-Miami, Florida – Real Estate License 

The National College of Appraisal and Property Management- Diploma
Community Association Managers School – Introduction to CAM

EXPERIENCE
Administrative
· Assisted supervisors with their daily office tasks and responsibilities.
· Placed phone calls and followed up on pending matters.
· Scheduled appointments, prepared conference rooms, made reservations.
· Greeted and made accommodations for clients and visitors.
· Organized, arrange, tidy up and made sure office was presentable at all times.
Real Estate
· Processed real estate listings, leases, received rents, and scheduled appointments.
· Calculated commission splits, and administered escrow and management accounts.
· Input and modified MLS listings from origination to closing.
· Researched market information and prepared listing agreements, contracts, proposals, referral forms, and other pertinent forms.
· Maintained and updated rental information in computer; generated reports and letters.
Finance
· Performed bookkeeping and banking, financial, tax forms, petty cash, and budget tasks.
· Researched financial data and entries, balanced various statements and registers, journal entries, reconciliations, and assisted in audits.
· Posted accounts payables and receivables, requisitions.  Processed invoices, bills, and purchase orders.
· Handled and deposited all monies collected, cut checks, and maintained daily cash flow logs. Audited invoices in AS400 for discrepancies.
· Adjusted cost and weight for high or low gross and computed damages of inventory daily.  
Bookkeeping/Payroll
· Kept time and attendance records. 
· Calculated weekly employees’ time cards; processed payroll and issued employee checks.
· Made tax deposits at the bank and process quarterly tax forms for the IRS
· AP/AR duties, cashiering duties.

· Created excel spreadsheets, Posted entries to Quickbooks Pro and other databases.

· Created and compiled computer reports and graphs. 

Sales/Customer Service
· Marketed and sold miscellaneous securities and income tax offers and materials. 
· Resolved issues and discrepancies for stocks and securities industry.
· Advised customers on personal income tax questions and prepared income tax for individuals.
· Serviced customer requests for gifts, door prizes, donations and other advertising materials for financial institution public relations department.
· At Home Customer Service duties such as resolving issues of rewards accounts, gift cards, product inquiries, customer complaints, and assisting other agents.
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SKILLS

Fluent in Spanish/Typing: 50-60 wpm/Microsoft Office Pro 2010 (Word, Excel, Publisher, Powerpoint, Access, Outlook), Quickbooks Pro, Profiler (Tax Software)/AS400.
LICENSES/CERTIFICATES
Real Estate Salesman License
Property Management Diploma
CAM Introduction Certificate
Medical Billing Certificate
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