Jenifer Martinez

220 SW 315t CT Miami, FL 33135
786-521-3250
Jkarinay6@gmail.com

CAREER OBJECTIVE

Dedicated and focused Administrative Assistant with over 7 years of experience who excels at
prioritizing, completing multiple tasks simultaneously, and following through to achieve project goals.
Flexible and hardworking with strong drive to succeed.

CORE COMPETENCIES

Strong Communication, Organizational and time-management skills
Email management, filling documenting and customer service experience
Fully Bilingual in English and Spanish

knowledge of QuickBooks, Microsoft Word, Excel & Outlook

Dedicated team player

Certified in CPR & First Aid

PROFESSIONAL EXPERIENCE

SECURE WINDOWS & DOORS August 2020-Present
Administrative Assistant

filing, photocopying, faxing, processing customer files
Create new contracts for clients

Set up meetings

Work with QuickBooks

Work with Builder trend

Provide customer service

Received and process all the orders on the system
Follow up all the permit & engineering

Perform other duties as assigned

GM&P CONSULTING & GLAZING April 2018-July 2020
Administrative assistant/Reception

Completing pre-qualification and Credit Card authorization forms
Inputting payroll hours into excel sheet

Coordinate inventory orders & office supplies

Handle employees’ inquiries and complaints

filing, photocopying, faxing, processing outgoing and incoming mail



Assisting with completing background investigations

Distributing & filing employment verification paperwork/employee files
Assist to Accounts payables department: reconciliation of accounts

Send UPS/ FedEx/DHL packages

Provide general support to visitors

Maintenance of the office as the inspections, fumigation & repair at the office
Set up meetings for the showroom and conferences

Provide customer service

Knowledge of Releases & permits of the city

Perform other duties as assigned

REVELATION UNIVERSITY June 2013— January 2018

Administrative Assistant

e Read and analyze incoming memos, submissions, and reports to determine their
significance and plan their distribution.

e Oversee receptionist area, including greeting visitors and responding to telephone

and in-person requests for information.

Coordinate inventory orders, office supplies.

Preparing graduations for more than 100 students

Coordinate and direct office services, such as records and departmental finances.

Prepare invoices, reports, memos, letters, financial statements and other

documents, using word processing, spreadsheet, database, or presentation software.

Set goals and deadlines for the department.

e Work with QuickBooks.

e Filing Archiving.

EDUCATION

REVELATION UNIVERSITY

Bachelor of Ministry in Education, January 2017
e Summa Cum Laude

e GPA 4.0/4.

REVELATION 3:20 THEOLOGICAL UNIVERSITY
Associate of Counseling, December 2014

e Summa Cum Laude

e GPA4.0/4.0

REVELATION SCHOOL OF FLORIDA
High school Diploma, June 2013
e GPA:3.5/4.0



AWARDS AND HONORS

e Award of Appreciation “Revelation University” 2017
e Award for Leadership and Service “Revelation School of Florida” 2017
e Award of appreciation “Revelation University” 2015



