	Vivian Cruz-Cordoba
[bookmark: _ymi089liagec]Flexible team player who prospers in a fast paced work environment, seeking employment with a company that will enhance and challenge my existing business skills while allowing me to grow and succeed with a team that brings quality professional service to our clients.
	5942 Castor Ave
Philadelphia, PA 19149
(267) 648-9296
viviana4207@gmail.com

	EXPERIENCE
[bookmark: _rfgvkg2ifhfd]Hessert Chevrolet, Philadelphia, PA — Buisiness Development Rep/ Automotive Sales
JANUARY 2019 – OCTOBER 2019
Answered all sales calls,  asisted customers with any car buying/service appts or inquiries. Asissted clients during car buying process.
[bookmark: _wj0puh61kxsr]Hoshino USA, Philadelphia, PA — Accounts Receivable/Payable
[bookmark: _8hk593fs3sag]JANUARY 2018 - JANUARY 2019
Posted/processed account payments, maintained account files, mailed statements and organized company mail.
[bookmark: _1hxcpsc1hco2]Fernando Remodeling Services LLC, Philadelphia, PA — Secretary/ Coordinator
[bookmark: _n64fgzu3lwuy]APRIL 2015 - PRESENT	
Generated all estimates, invoices, search for new projects, and coordinate meetings with potential and existing clients
Giraldo Real Estate Group, Philadelphia, PA — Receptionist/Conveyancer
[bookmark: _ybypdmed418m]JUNE 2015 - DECEMBER 2015
Greeted clients, answered phone and e-mails, updated online listings, processed rent payments, and organized property files.
[bookmark: _yk8luflkpwij]EDUCATION
[bookmark: _6wymnhinx9q5]Swenson Arts & Technology High School, Philadelphia, PA — Computer Systems & Technology
[bookmark: _7vtcyzeczjot]SEPTEMBER 2011 - JUNE 2015
[bookmark: _czfiadnsgnzp]Community College of Philadelphia, Philadelphia, PA — Computer Forensics
[bookmark: _miiyt1y6sl7g][bookmark: _GoBack]AUGUST 2015 – MARCH  2016
	[bookmark: _ca0awj8022e2]SKILLS
Proficient/Advanced computer literacy proven through work experience in Excel, Word, PowerPoint, and social media coordination. 
Excellent communication skills developed through customer service and front desk reception.
.Organizational skills
[bookmark: _cxxkes25b26]LANGUAGES
Fluent in Spanish
Basic Portuguese



