Monica Terrazas

15 Blanchette Court
Marine, Illinois 62061
(618) 772-2045
terrazasmoni@yahoo.com

OBJECTIVE: To secure a position in an office setting, where expertise in customer service and administrative skills will contribute to the office goals.

SKILLS: 
· Typing 55 wpm
· MS Applications, Excel, Word, general office equipment, PBX Phone system
· Written and verbal bilingual skills: Spanish and English
· Self starter with a can do attitude

· Extremely productive in high volume, high stress environment

· Over 15 years of customer service experience

· Hardworking, fast learner
Administrative Assistant, Kerry Foods







5/2011-Current

· Logging and greeting customers, employees and public

· Routing calls/ filing miscellaneous material 

· Assisting HR with special assignments, payroll, etc.
· Manage and track shoes for crews

· Assigning Security Badges to access the plant/ building 

· Assisting with inquires regarding payroll vacation balances, etc. to HR

· Order all office supplies

· Schedule conference rooms as requested 

· Arrange flight/travel for Senior Staff/ VIP

· Arrange lunch delivery for client/visitors
Licensing Specialist, Texas State Board of Professional Engineers 





12/2008 - 07/ 2010
· Provided customer service to clients to ensure a positive experience with the office 

· Administered support to telephone or electronic inquiries for information
· Processed material related to the renewal of engineering licenses
· Managed incoming monies for annual license fees   

· Reviewed engineer applications to determine eligibility for acceptance
· Maintained filing system for key documents 

· Assisted International Spanish speaking clients to adhere to State regulations





 

Administrative Assistant, Pumpin Pros







05/2007 - 12/2008
· Managed accounts receivables/payables and collections for office 

· Planned routes for drivers to ensure efficient use of time and fuel
· Maintained budget in QuickBooks to keep budget balanced 
· Administered invoices to all customers on a monthly basis 
· Prepared documents of yearly cost details to support CPA to file state taxes
· Assisted Spanish speaking clients with account information
Administrative Assistant, Law Office of Charles Popper


 



1/2007 - 2/2008 
· Reviewed legal documents to ensure that information was properly submitted 

· Provided customer service to clients to ensure that they understood all processes 
· Managed collections for office to make sure that all monies were collected

· Assisted Spanish speaking clients to make sure they understood proceedings 
Transaction Authorization Report Administrator, The 401K Company 




11/1999 - 04/2007

· Processed participant paperwork to ensure that monies were ready to be administered 

· Updated entries of participant information to ensure accurate files  

· Coordinated mail outs to participants to remind them to renew their plans 

· Maintained regular communication with service providing businesses  

· Managed filing processes to support client in meeting deadlines to participate in investment plan     

· Reviewed applications to determine eligibility for participation in plan  

· Obtained NASD licensures and maintained during time of employment
EDUCATION and TRAINING:
· Texas Board of Engineers, Austin, Texas - Team Building, Excel

· State Board of Securities, Austin, Texas - Comparison of 401k/457 Plans

· Workforce Solutions, Austin, Texas - Business Community Overview

· William B. Travis High School, Austin, Texas - Diploma
LICENSES:  
· Financial Industry Regulatory Authority - Series 6 NASDQ Rules & Regulations
· Financial Industry Regulatory Authority - Series 63 Securities Agents
