	CANDIA PARRILLA

	3220 NW 95th Terrace, Sunrise, FL 33351 / 678-361-3206/ candia-parrilla@live.com

	

	Profile
	· Results-driven professional with a progressive career in administrative support and clerical services.
· Highly effective communicator and self-starter with proven ability to build and maintain customer relationships by establishing confidence and trust.
· Detail-oriented leader and team player with a keen understanding of business priorities while demonstrated excellence in time management, organization and efficient productivity.
· Skilled at project management and multi-tasking within fast paced, high pressured environments while producing accurate and professional quality results.

	Skills
	· Excellent Organizational Skills

· Strong verbal communication and written skills
· Outstanding interpersonal and relationship building skills
· Data Entry
· Exceptional leadership/team player

	· Multi-line answering/Call Center experience

· Word Processing and Typing

· 10-Key Calculator

· Efficient time management skills in high-pressured environments

· Collections experience
· Exceptional customer service skills

	
	Computer: Microsoft Word, Excel, PowerPoint, Publisher, Outlook, QuickBooks, AS 400, Internet Explorer


	Experience
	Executive Assistant
Miracle Tuesday LLC, Miami Beach, FL
Micro-manage daily operations for growing label with a primary focus on customer relations, administrative support, sales growth and logistics. Provides assistance/direction in overseeing distribution and invoices for domestic and international customers in order to aid inquiries and ensure deliveries. Managed consumer damage reports and returns, account credits, shipments and credit card discrepancies. Monitored regional sales representatives, warehouse inventory and distribution, public relations and marketing packages.

Accomplishments:

· Merchandised retail store which enhanced sales by 45% within 4 months.
· Created, organized, and maintained efficient credit and returns system which drastically reduced company’s AP expenses by over 50%.
· Enhanced and boost production and quality control by over 35% within 1st year through constant communication with warehouse, suppliers and oversea factories.
· Increased sales by over 30k per month by expanding client base, strategic product placement and suggestive selling.

· Produced and enforced company policies and procedures which increased customer loyalty, employee satisfaction and established healthy vendor relationships. 

	2008 - 2010

	
	Assistant Accountant
Momentum Inc, Atlanta, GA

Provided administrative support and Accounts Payables services for Atlanta and New York branch offices. Maintained and processed multi-million dollar expenses for executives and road staff. Managed input of vendor contracts and agreements including new vendor set-up and payments. Organized and maintained temp and new employee documents including confidential information and employee benefit contracts. 
Accomplishments:

· Created efficient filing system which increased productivity by 20%
· Provided document management support to 300+ corporate employees in areas of corporate presentations, organizational charts, quarterly sales charts, financial spreadsheets, correspondence, ad campaigns, and unique special projects. 

	2006 - 2008

	Education
	B.A Marketing/Design
	2006 - present

	
	American Intercontinental University, Weston, FL

	
	Diploma

South Cobb High School, Atlanta, GA

	2005

	References
	Furnished on request.



