	2230 W Cactus Rd Phoenix, AZ 85029

Email mariaelia1281@hotmail.com


Maria E Cardenas 

	Objective
	Seeking an Administrative/Customer service representative position where there are opportunities for professional and personal growth.


	Work History
	12/2007– 03/2009
Department of Revenue(DOR)
Phoenix, AZ

Examiner Tech II Arizona
Review collection and bankruptcy proof of claims and updating automated collection system with pertinent data. Data entry to collections databases.
Review and research taxpayer correspondence, applications, case notes financials using BRITS systems. Updates BRITS system or database.

Perform other miscellaneous administrative and clerical duties such as data entry, purging central files, assisting the collections receptionist, back-up coverage for front desk, process returned mail, FMS mailings, sort and distribute incoming mail, prepare outgoing mail, order documents for collections department.  

06/2007–12/2007
Kelly Services Agency
Phoenix, AZ

Clerical /Data Entry    ( DES, WIC )                                                    
Responsible for assessing and providing resolutions for billing and payment discrepancies, maintained and organization of data research information.

Data processing assessment of information provided for the public, reviewing and deciding of eligibility for applicants.

Conduct and act as a liaison and bilingual during interviews for Spanish speaking applicants and supporting and performing clerical duties.

11/2000–07/2006
Chase Bank (Bank One)
Phoenix, AZ

Clerical Output I   
Responsible for reviewing accounts, payments posted; balances; discrepancies; reconciliations; billing inquiries and adjustments.  Accounts /receivable/payable filing clerk data entry
Responsible for completing research; organizing and forwarding all processed paperwork to clients.
Conduct research on organization and forwarded results to management and verify account and accurate bar code information process the transactions
from our clients and sign the agreement
2/1999 to 11/1999
Well Fargo Bank                                                             Tempe Center 
Check Vault Processor II     
Reviews, verifies, post payments and completed transactions (i.e., revisions, inputting data) to customers account in the system.  Responsible for verifying all cash in vault. 



	Education
	1979–1983
Economy College
Havana, Cuba
Accounting /Account  Technician
1998–1999                          Maricopa Skills Center                          Phoenix,AZ
Bank Operations/Encoder
2009                                     Computer Skills Institute                      Phoenix,AZ

Microsoft PC /Microsoft Office

    


	References
	Furnished Upon Request.


