Rosalba Bautista
1205 ½ Second Avenue, Salinas, Ca  93905
gonzalezrosie38@yahoo.com

Cell:         (831) 744-1044
Message:  (831) 970-4399

Objective:
Seeking a position which will allow me to utilize my skills and knowledge.

Experience:

Greengate Fresh LLLP





2017 - Current

Salinas, CA






Human Resource Administration 

Duties included:  Maintain all Human Resources employee files; maintain and update information in Excel and Word as needed; maintain timekeeping database;Run daily labor reports in TimeMaster and Excel for department managers; responsible for assisting in the processing of weekly payroll: ensure all time cards are submitted and approved, audit weekly timecards, enter manual timecards as needed; provide recruitment support including: tracking/updating staffing requisitions, maintain recruiting files, answer applicant questions; provide receptionist duties as needed: answer phones, primary contact for general public and employees and additional projects and duties as assigned.

Agromillora California





 2015 - 2017
Gridley, CA






Administrative Assistant

Duties Include: Open, sort and distribute incoming correspondence; record incoming checks in the cash receipt log; Coordinate and maintain staff administrative records and records and items such as staff phones., office keys, etc.; Assist with event planning and implementation; ensure office equipment is properly maintained and serviced; perform work related errands as requested such as going to the post office and bank; Responsible for weekly office supply order and maintaining min/max level for frequently used office supplies; Meets and greets clients and visitors as needed; answer incoming telephone calls in a professional manner and transfers calls and relays information as required; responsible for checking office area daily, including kitchen and conference room, to ensure everything is clean and in order, i.e. waters in refrigerator, counter is clear, etc.; filing and data entry as required; answer employee questions; complies reports and prepares spreadsheets; complete benefits tasks, such as claim resolutions and reconciling benefits statements; responsible for maintaining accurate employee files, I-9 binder, medical and benefit files; perform file audits to ensure that all required employee documentation is collected and maintained; responsible for assisting supervisors and managers with recruitment, interviewing and onboarding; responsible for employee benefits enrollment, Open Enrolment and 401 (k) enrollment; filing and data entry as required; prepare 1094C to distribute to employees and 1095C to report to IRS; account to ensure company is in compliance with ACA regulation to offer employee affordable insurance.
Drisoll’s Strawberry Associates





2009 - 2011

Watsonville, CA




Cash Applications Specialist 
Duties included:  Nationwide Accounts Receivable; method of receivable payments were made in form of Lock Box, ACH, Wires, over the counter deposits, cash vault and prepare the in house deposits;  account for International internal book transfers, clearing DSA Write Off’s at mid and end of month’ Company Store sales for Watsonville, Santa Maria, Oxnard, CA and Florida; Performing specialized calculations, posting and accounting functions as they relate to accounts receivable; working closely with Credit and Collections team; reconcile discrepancies and problems; Driscoll’s is a work environment that develops ongoing structural changes to improve enhancing daily effective corporate management transactions.

Santa Rita Union School District





2008 - 2009
Salinas, CA





Receptionist/Account Clerk 
Duties included:  Provide assistance in Accounts Receivable, Accounts Payable and Budget Monitoring.  Prepare bank deposits, process invoices for payment, encumber purchase orders, and prepare reports for grants SB687 Reporting by generating expenses for 2005/2006 and 2007/2008 reporting to be entered on State Documents, invoicing for Measure V to claim reimbursement for expenses, prepare and transfer funds between funds, assist in preparing a report for the State of California Deferred Maintenance Program 5-year plan, answer phones, distribute mail, assist staff with miscellaneous tasks, process and gather information for Inter-District Transfer Requests, update Access Software with Suspension and Inter-District Transfer Request for 5 school sites and interpreter English/Spanish.
Salinas Union High School District Mission Trails ROP


2007 - 2008
Salinas, CA






Vocational Lab Technician 
Duties included:  Provide career exploration activities for special need/at risk middle school students, create awareness of importance of planning for future, provide students with ROP programs and career interests, assist students in identifying skills and aptitudes they may already have and skills they still need to develop, perform class presentations, pick up students from their school site to tour the ROP Center, career exploration through hands-on projects, career exploration using computerized career guidance program, recommendations for high school vocational classes also prepare a report that is reviewed with students and provide to case carrier/district office, assist with Career Fairs by provide information to the community, assist ROP Adult Services and Alisal High School Career Center with mock interviews to prepare students for job interviews and interpreter English/Spanish.

Monterey Regional Waste M D





1999 - 2006

Marina, CA






       Account Assistant II 
Duties included: Processing invoices, reviewing packing slips and coding them accordingly, processing checks weekly and verifying accuracy, electronic fund transfers, reported employee benefits to ICMA, Health Insurance and PERS, Accounts Receivable, Health Insurance Accounts A/R & A/P, handling checks, preparing documents for bank deposits, verify/adjust shortages, month end balancing, general file 
Experience (Cont.)
maintenance, data entry, verified employee attendance, leave and overtime, enter attendance information on Lotus 1-2-3 attendance file, bank reconciliation for Payroll, Health Insurance and Accounts Payable, 
updated warrant list monthly, totaling hours for payroll from timecards, verify payroll and check verification, annually assist with inventory on all capital equipment and 5-year expense budget plan, review and evaluate test for bilingual stipend.  
Salinas Union High School District





1991 - 1999

Salinas, CA



       Account Clerk II, Registrar III, Typist Clerk II 
Duties included: Prepare payments for Accounts Payable, prepare monthly State Claim Reimbursement, process National School Lunch Program applications for 2 Middle and 4 High Schools of an approximate enrollment of 11,000 students, generate rosters on Excel for 6 school sites, organize lunch tickets and generate computerized ID cards on SNAP Software, prepare Cafeteria Clearing Account, NSLP is regulated under State Compliance Laws and is subject to State and Local Audits, prepared State Claim Reimbursements, process purchase orders, computer entry and data transfer, enroll and drop students from Digitronics, prepare daily and month end student enrollment counts, update student information, responsible for student records, switchboard operator, prepare Student/Staff Daily Bulletin, type minutes for Bilingual Advisory Committee, mail distribution and type 58 wpm.

Bank of America







1993 - 1994

Gonzales, CA 





Customer Service Representative 
Duties included: Customer service, receiving and distributing cash, reconciling cash drawer daily, data entry, selling Money Orders and Travelers Checks, credit cards debits, answering phones and procession daily bank transactions accurately. 

Education:

Central Coast College







1990 - 1991
Salinas, CA

Education included intensive training on Ledger, Payroll, Accounts Payable and Accounts Receivable in both manual and computer accounting systems, Data Entry, Ten-Key, and Introduction to micro-computer applications using DOS, dBase III, Word Perfect and Lotus 1-2-3 programs.

Salinas Adult School







1990 - 1991

Salinas, CA








GED

References:

	Diaz, Cassandra
Greengate Fresh

Supervisor of HR
Salinas, CA 93912
(831) 2062058
	Chantal Carrillo

Mission Trails ROP , SUHSD
Vocational Evaluator

Salinas, CA 93905

(831) 753-4214
	Maria Aguiar
Santa Rita Union School District

Account Clerk

Salinas, CA  93906

(831) 443-7205 ext 205


