Aimee Rios-Pimentel
9660 Esperanza Circle, Castroville CA 95012 | 831-789-4796 | Riosaimee19@gmail.com
Objective
Results driven individual, in search where my skills and attributes will be challenged
Education
AAS: EMPHASIS IN ACCOUNTING | JAN 2015 | heald college
Qualifications
· Bilingual – Speak/Read/Write (English/Spanish) 
· Equally effective working alone or as a member of a team 
· Honest, reliable and productive 
· Work well under pressure 
· Willing to take on new challenges 
· Proficient in office skills 
· Professional Telephone Etiquette
Skills
· Front Office, Receptionist, Scheduling Experience
· Computer Literate – Knowledge of Microsoft Office 
· QuickBooks 
· Office Hours (scheduling) 
· Professional Telephone and Greeting
· Skilled at Organization 
· Confidentiality 
· Billing Clerk
Experience
Administrative assistant/ QUALITY ASSURANCE ASSISTANT
 | california seafoods | 8/2018-present 
[bookmark: _GoBack]Answering phones and redirecting phones. Relaying messages
Opens, sorts and distributes incoming mail 
Preparing letters and documents for mailing
Maintain and replenish office supplies and equipment 
Promptly respond to all office supply requests of other department
Uploading documents and photos into system
ADMINISTRATIVE / PAYROLL SPECIALIST | BALANCE STAFFING | 11/2016-8/2018
Prepared and organized paperwork and other materials as needed for meetings, conferences
Preparing candidates for future employment 
Performed general secretarial duties, including scheduling appointment, filing, faxing, and mailing
Coordinated maintenance of the front desk reception area, furniture, applications and brochures
New Hire Paperwork, conducted new hire safety training
Payroll for over 200 employees 
Assisting accounting with Invoice Corrections and questions.
ACCOUNTING CLERK | RMP-PRATT INDUSTRIES | 03/2014-11/2016
· Enter customer order into sales system 
· Analyze accounts to discover discrepancies and resolve all variances promptly
· Keep frequent computer backups and vital documents in paper copies
· Collect data and information for preparing daily and monthly reports. (end of the month)
· Prepared financial statements such as billings
· Worked closely with warehouse staff to make sure orders are shipped on time and properly
· Inventory control: Compare and maintained computerized records in effort of maintaining most accurate inventory possible
QUALITY ASSURANCE | CAL-PACIFIC specialty Foods | 1/2013-7/2013
· Preparing the lines for production, disinfection areas 
· Responsibilities included product sucrose testing
·  Keeping everything to government standards 
· Product inspections, and adhering to all product qualifications
· Entering Data in to System
REFERENCES
References are available on request
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