Eva Saldana
1240 Trazado Ave.
Salinas, CA 93906
831/442-0852
							saldanaeva07@gmail.com

OBJECTIVE
Seeking a position with a well-established organization as a Berry Sales Person where I can grow.

· Microsoft Office 2013/Famous/Navision/Ultipro Payroll System
· Accounting Experience/Data Entry
· Good organizational skills, detailed-oriented		
· Keyboarding, 45 WPM, 10 key by touch						
· Work well with little or no supervision			
· Bilingual (Spanish/English)/Customer Service
· Multi-tasking skills prioritize work flow
· Manage time appropriately			
 
EXPERIENCE

Administrative Assistant, Growers Transplanting, Salinas CA, 06/14-03/17. Monitor production by gathering production data of all activities or jobs done to plants and entered in Navision system to meet schedule. Communicated any production problem pertaining to plant quality to the head grower. Maintained monthly plant physical Inventory in the system; Balanced employee’s daily hours per activity in the Labor Tracking System for the cost accountant; enrolled employees in time clocks, balanced and approved employee’s daily hours worked in Ultipro System for the payroll supervisor; posted delivery tickets into system of all plants shipped to balance the job cards.
[bookmark: _GoBack]Macy’s, Customer Service and support, assisted, interact with customers with all sales.

Robert Half,  2009- 2010 Assigned to Raider Berry Farms, assisted the Accounts Payable person in the accounting department.

Salinas Elementary School District, Salinas, CA. 08/07-05/09 Assisted teacher with students with class work, homework and art work and other school activities as physical education.

Accounts Payable Clerk, Fresh Express, Salinas CA, 05/05- 05/07.  Matched a large volume of invoices to purchase orders, code and posted accounts payable into system; communicated with vendors; maintained the a/p filing system by regions. (Corporations Accounting Dept. Moved to Costa Rica, South America.)

Accounts Payable/Cash Receipts Clerk Premium Packing, labor contractor Salinas, CA 09/01-05/05.  Reconciled accounts payable and payroll accounts with bank statements; posted daily cash receipts into accounts; prepared and made bank deposits daily; processed correspondence and distributed within the office; matched invoices to purchase order and input accounts payable invoices into system, printed and mailed checks weekly; communicated with vendors; assisted receptionist with phones; purchased office supplies.

Payroll Clerk /Accounts Payable Clerk, Ocean Mist Farms, Castroville, CA 04/97-09/01.  Processed hourly payroll procedures by compiling time sheets from ranch supervisors; calculated employees hours and entered into the system daily; printed checks weekly in a timely manner; withheld garnishes; processed employees EDD PR audits; paid SDI/State/federal withholdings weekly; coded, input accounts payable invoices daily, printed checks and mailed weekly; communicated with vendors; reconciled vendors monthly statements; reconciled accounts payable and payroll accounts with bank statements monthly; processed correspondence; made bank deposits.

Accounts Receivable /Cash Receipts Clerk, Pro*Act, Procurement, Monterey, CA  1991-1997 Processed a large volume of sales orders into system and generated invoices, mailed invoices daily; post and balance cash receipts daily, apply into pertaining accounts; ran an aging report for past due accounts; prepared, delivered bank deposits daily; processed and distributed correspondence daily.

References: 
Jose Politron    831- 970-0798					Aaron Edwards 1-303-720-9081
Growers Transplanting, Supervisor		                	Growers Transplanting, Head Grower
				
