Karina Pamela Soria

1034 W. 6th Street San Pedro CA. 90731

Cell: 310- 707-6408 - Email: kpsoria@yahoo.com
 

 

Career overview
Committed and motivated Administrative Assistant with exceptional customer-relation and decision-making skills. Strong work ethic, professional demeanor and great initiative. Task oriented professional with eighteen years of customer service experience. Good interpersonal skills, fast learner, multi task, hardworking, energetic. 
Skill Highlights

Extensive experience with travel booking and heavy scheduling, critical thinker, energetic and organized, self-starter with professional manner, excellent communication skills, filing and data archiving, business correspondence, Microsoft office, Excel, Words, Outlook, Accpac, bilingual in Spanish and English both verbal and written, customer service experience and sales experience. 
Core Accomplishments

Training
Responsible for training all new employees to ensure continued quality of customer service.

Data Organization
Improved office organization by compiling quarterly budget reports, financial spreadsheets, organizational charts and company data reports using advanced Microsoft Excel functions.

Multitasking
Demonstrated proficiencies in telephone, e-mail, fax and front-desk reception within high-volume environment.

Document Organization

Developed and created effective filing system to accelerate paperwork processing.

File Management
Prepared monthly reports for records, closed terminated records, completed final audit of charts and insured that all documentation has been received and filed.

Administration
Performed administration tasks such as filing, developing spreadsheets, faxing reports, photocopying collateral and scanning documents for inter-departmental use.

Planning
Arranged, scheduled and coordinated all logistics and travel itineraries for staff of 10 employees.

Ensured staff was equipped with all necessary supplies and collateral for long distance travel.

Customer Service
Handled customers effectively by identifying needs, quickly gaining trust, approaching complex situations and resolving problems to maximize efficiency.

Monthly Reporting
Organized billing and invoice data and prepared accounts receivable and expected revenue reports for controllers.

Professional experience

Administrative assistant
January 2012 – Current 

Kennedy Wilson – Beverly Hills, CA.

International Real Estate Investment Company

Greeting and checking in visitors.
Perform general administrative and clerical work as needed.
Answering/screening/rolling all incoming calls.
Order office supplies when needed.
Filing, scanning, photocopying, faxing, handling incoming and outgoing mail.
Scheduling and maintaining conference rooms.

All other duties as assigned by management.
Receptionist/Customer service/Junior accounting/Export representative

 

March 2006 to January 2011

 

Convaid, Inc. - Torrance CA.

Wheelchair manufacture

 

Developed new customer relations through telephone contact and sales activity. Successfully. Resolved complains of customer issues. Coordinated travel arrangements national and international. Consistently praised by management for the quality and timeliness of reports, attention to detail, exemplary customer service delivery and team-player attitude. Processed accounts receivable and accounts payable. Assisted in all areas of administrative work including data entry, receptionist duties, file organization, research and development.

         

Customer Service.
Travel Coordinator. 
Junior Accounting.

Answering/screening/rolling all incoming calls.
Trade shows – Traveling.
Export Representative. 

Export shipping.
Invoicing.
Daily reports.
Order entry.
Import and export shipping paperwork.
Billing. 
Sales.
A/P and A/R.
Office assistant/Receptionist

 

March 2002 to March 2006

 

Accelerated Equity Corporation - Lomita CA.
Real Estate Co.

Filling.

General office duties as requested.

Answering/screening/rolling all incoming calls

Assistant Accounting.

Learning about long processing.

Hostess/Office Assistant/Hospitality Trainer/Cocktail Waitress/Food Server/Bartender

 

June 1992 to September 2005

 

Acapulco Restaurant - San Pedro CA.
Restaurant

Prepare payroll, answer telephones, and transmit facsimiles.

General office duties as requested.

Train personnel for duties.

Take reservations.

Seat customers according to their preferences keeping in mind the workload of each server.

Insure customer satisfaction with food and service.

Prepared drinks.

Serve food and alcohol.

Education

Corazon de Jesus - Lima Peru

San Pedro High School.

Peruvian American Institute, Lima, Peru.

18 relevant units Courses include Keyboarding, business Mathematics and Report Writing.

Harbor College - Computer Information Systems.
