TERRY CERVANTES
51201 Pine Canyon Rd #91, King City, CA 93930 	                                                                                           (831)525-2544 
Tcervantt@sbcglobal.net


PROFESSIONAL SUMMARY

A position with a company where I can use my skills and abilities to make significant contributions toward the achievement of company goals.

KEY STRENGTHS

Computer / Data Entry	Alphanumeric Filing		Receptionist / Supervisor Duties
10 Key Calculator	Bilingual (English/Spanish)	Payroll
			
PROFESSIONAL EXPERIENCE

Rava Ranch, King City, CA 93930
Payroll Clerk/Accounts Payables 
   Payroll – Input and verify in and out punches
       Prepare payroll batches for check printing.
   Accounts Receivable Clerk – Review and input 
      Invoices into system, Print and mail checks to 
      Vendors.

Arroyo Labor Inc, Gonzales, CA 93926						5/2013-Present
Payroll Clerk
   Payroll – Calculate, Input, print checks
   Register employees
   Accounts Payable and Accounts Receivable

Meyer Trucking Co, King City, CA 93930					5/2006 – 11/2009 4/2012-5/2013
Billing / Assistant Dispatcher
   Billing and Invoice customers
   Dispatch drivers to make arrangements for shipping and delivery of route material
   Pay drivers for material delivered
   Accounts Receivable 

Azcona Harvesting, Greenfield, CA 93927						8/2011 - 4/4012
Billing/Payroll
    Calculate and input employee hours
    Bill clients 
    Sort checks by crews		

New Star Foods, Salinas, CA 93930						4/2011- 8/2011
Dispatcher
    Check drivers in and out
    Print Bill of Ladings
    Print orders, verify we have product, pre truck out orders
  
ConAgra Foods, King City, CA 93930						4/1992 - 5/2005
Maintenance Supervisor / Shipping Clerk	
   Supervised and scheduled all jobs for Storeroom and Maintenance Depot
  Established and adjusted work methods and procedures to meet production schedules
[bookmark: _GoBack]  Coordinating safety meetings and enforce safety through out the facility
  
EDUCATION
King City High School, King City, CA 93930					1981 - 1986
High School Diploma
