SILVIA MARTINEZ
417 Charolais Dr., Gonzales, CA 93926
(831) 578-8355 -  dass4406@yahoo.com
OBJECTIVE 
To obtain a challenging leadership position where my business, HR and PR skills and resourcefulness can be utilized for the benefit of the company’s growth and success.  

EDUCATION
Center for Employment Training, Salinas, CA		                    		    February 2015 to September 2015
Business Office Technology                                                                             		        

EMPLOYMENT HISTORY
Church Brothers, Salinas, CA								June 2016 to November 2018	
Human Resource
Greet clients, Register employees, handout checks, Workers comp, benefits, EDD, payroll ADP, Google sheets, Paycom, piece rate. Layoffs, warnings, terminations, Verify timesheets.


Catholic Charities Diocese of Monterey, Watsonville, CA		                                 October 2015 to May 2016
Receptionist            					
Greet clients, answer phone, enter client data, filling, schedule appointments, make copies, attend presentations, fax, scan, take payments. Assist with complex and sensitive matters.

Auto Zone, Gonzales, CA								    June 2013 to February 2015
Parts Sales Manager									  
Customer service, sales, scheduled employees, over saw employees, opened and closed the store, set up planograms, handled online orders, made deposits, handled commercial accounts. Installed light bulbs, installed wiper blades, and installed batteries.

Automotive and Industrial, Salinas, CA					              	 	February 2013 to April  2013
Office Assistant								                   
Billing, invoices, took payments, customer service, made deliveries, bank deposits, filling, sales, and inventory orders. Maintained office books.

Auto Zone, Killeen, TX								   	 June 2005 to February 2013
Parts Sales Manager								          
Oversaw employees, made deposits, sales, customer service, scheduled employees, opened and closed the store, set up planograms, handled on line orders, handled commercial accounts. Installed batteries, installed wiper blades, and installed light bulbs.

SKILLS/KNOWLEDGE	
	· Flexible schedule
	· Excel
	· Time management

	· Excellent multi-tasked
	· Microsoft Office
	· Management skills

	· Bilingual English/Spanish 
	· Office Procedures
	· Telephone skills
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