
Maria Alvarez
1610 Piazza Drive Salinas CA 93905
Home: (831) 758-5114 Cell: (831) 258-8356
E-Mail: MA9985522@Gmail.com

Objective: To Obtain a Position that will enable me to utilize my skills and that offers an opportunity for growth and advancement.

Education: Heald College, Salinas CA
Associate of Applied Science Degree, December 2007
In medical office Administration, GPA 3.2

Related Courses and Skills: 						Personal Attributes:
Medical Terminology Medical Office Procedures			Dependable, Punctual
Medical Computerize office						Quick Learner, Responsible
Medical Transcription							Problem Solver
Medical Billing and Coding						Multi- Task oriented
Computer Skills in Word, Excel, Access, PowerPoint, Outlook	Friendly and Honest
Bilingual/ Bi literate (Spanish)	 Excellent  Attendance

Work Experience:
TRUE LEAF FARMS, LLC						San Juan Bautista, California
HR/ Payroll Assistant							June 2013- Present
Answer phones, Transfer Calls
Order UPS Supply’s, Schedule pick up for Fed-EX and UPS, Create UPS and Fed Ex Labels
Schedule Interviews, Register employees, Set up Orientations
Dealt with Garnishments and Child Support orders for employees
Entered Workers Comp in Occlink
Process Payroll for over 700 employees
Enter any changes Health deductions, department changes, address changes, enter direct deposits, pay rate 
Made Manual Checks for employees also sort checks and give them to supervisors 
Made employee files, File paperwork
Knowledge of Prime time, Acumen and ADP, Famous
[bookmark: _GoBack]Helped Employees with questions
Print employee’s time cards and copy of check stubs

MCCORMICK AND CO. INC.						Salinas, California
Pick and Pull orders for customers					Sept. 2009- May 2013
Follow strict guidelines with policies and procedures.
Follow all safety guidelines posted in warehouse.

REFERENCE AVAILABLE UPON REQUEST


