Sandy Carranza
90 kip Dr. Apt 22 
Salinas, CA 93906
sandycarranza@yahoo.com
Cell: (831)750-2083

Objective: To provide the most help and support in an administrative office environment. 
Providing the best of my knowledge in payroll and giving the most effort in improving all company goals. I remain open to others ideas, opinions and feedback and I will be confident to participate in new things that will strengthen my skills and will help me learn new 
perspectives. I look forward to improving the quality of my work by demonstrating accuracy and diligence. I am able to follow written and spoken instructions in pursuit of completing tasks efficiently and on time. 

Skills: 
*Bilingual & Bi-literate in Spanish and English. (Read, Write, and Speak)
*MS Office Proficiency: Word, Excel, Outlook, Power Point, and Web.
*Administrative Skills such as: answering multi phone calls, filing documents accurately, 
faxing documents, using the copy machine, scheduling meetings by phone and email using 
meeting maker.
*Excellent communication skills both verbal and written.
* Outstanding Customer Service: greet incoming visitors, employees and management. 
* Project Organization: planning, preparing and analyzing events to perform them 
exceptionally. Arranging travel schedules with flights and hotel reservations.
*Strong organizational skills.
* Ability to work as a team as well as alone. 
* Punctuality: work consistent, completing all responsibilities on time. 
* Moral Principles: Respect, Honesty, Fairness, and Integrity.
	 
Education:
2003	New Horizon	
	Salinas, CA
Degree: Certification in Computer Training Course( Microsoft Excel & Word)

1996	Soledad Adult School
	Soledad, CA
Degree: Certification in Office Careers and CNA Training Course.

1996 	Salinas Adult
	Salinas, CA
Degree: High School Diploma (GED)

Experience:
* March 2008- Present  	Dutra Farms/Premiere Raspberries LLC	
				346 Carlton Rd.
				Watsonville CA 95076
					(831)761-0540	
	Title: Worker’s Compensation Manager & Payroll Specialist &Food safety coordinator 
[bookmark: _GoBack]Responsibilities: As the Worker’s Compensation Manager I maintain records of all employee work injuries and their status. Investigate all claims and communicate with the Senior Claims Examiner to know the process in each claim. Assist all Worker Compensation trainings and present all new information to the Company. Keep records of the labor law posters updated in all Company Locations and prepare for food safety audits such as global gap.  As the Payroll Specialist I maintain records of daily production based on crew harvesting and truck driver receipts. 
Enter new employee’s applications into our system and keep confidentiality regarding employee’s personal information.  Help employees complete their applications, and verify that all employee information is accurate. Keep all employee files updated with all employee documentation. To maintain excellent communication with all employees as they come in to the office for service as well as contacting employees by phone. Coordinate staff meetings, agendas and their calendars.

*Feb. 2003- Nov. 2008	Foothill Packing
				Salinas, CA 	
	Title: Payroll Specialist
Responsibilities: Calculate individual and group time sheets. I enter employee’s time into our system (NAVISION) as well as updating their information as needed. Processing time sheets in NAVISION Data base. Cross train on Pack out Payroll operations. Assist in setting up new employees in NAVISION System. Contacting Foreman and or Supervisors immediately regarding incomplete or missing entries. Printing payroll checks and sorting them out accordingly to the time sheet distribution. Responsible for calculating and entering work time for employees in our other company that was located in Yuma, AZ. 

*Feb. 2002- Jan. 2003	Precision Orthopedics	
  				Salinas, CA
Title: Medical Receptionist
Responsibilities: Schedule patient appointments, explain clinic policy to patients, receiving and delivering messages, processing incoming and outgoing mail, receiving calls from hospital labs and x-ray, taking prescription refill messages, scheduling patient hospital admissions, filing medical reports and insurance forms, pulling patient charts, completing insurance and other forms, coding of diagnoses and procedures, opening the office in the morning, and maintaining the receptionist area.


*1992- 2002		 	Online Interpreters
				Monterey, CA
Title: HR Specialist
Responsibilities: Interpreter for various companies on the East Coast. General Administrative work such as data entry, filing documentation, answering multiple phone lines. Responsible to train new coming employees. 
				        
References: Available Upon Request
