Leticia Garcia                               602-549-4370
P.O. Box 145 Scottsdale, AZ 85252-0145                           •                                  letty7772@yahoo.com
Qualifications:

Highly motivated and results-oriented professional with great leadership and organizational skills. Strong background in customer relationships, business development and organizational planning. Solid track record of consistently meeting and exceeding company goals and objectives. 

Professional Experience:

• Proven success in the management of demanding, high profile client relationships.

• Coordinated launch and updates of the largest e-commerce site in Spanish, providing translation of thousands of product descriptions and multiple web pages, review and manage customer feedback.

• Provided quality deliverables on time in high pressure projects.
• Demonstrated success in reorganizing functional operations to provide better customer service

• Earned fast-track promotion for improving internal organization basics to help simplify employee tasks and complete assignments faster

Work Experience:  
Glendale City, AZ





2006

· Translated the site in Spanish
AmazingMail.com, Inc.




March 2006 – Present

Scottsdale, AZ






Sales Coordinator/Translator

· Supporting the Sales team in different activities and Customer Service

· Translated the entire site in Spanish

Vcommerce Corporation




July 2004 - January 2006

Scottsdale, AZ





Client Relations Mgr / Translator

· Interact as a CRM between Univision and Vcommerce. Log all Univision problems/issues, and coordinate their resolution by planning, defining corrective actions and organizing meetings with the appropriate parties.

· Complete translation of the Univision shopping site. 

Vista Charter School





July 2003 - April 2004

Phoenix, AZ





Attendance Officer/Board Member

· Manage student attendance records, resolve conflicts, and manage issues to maintain compliance with school rules and regulations
Maricopa County





October 2002- June 2003
Phoenix, AZ






Legal Support Assistant

· Call management, reception and processing of legal documents, database maintenance, data entry, and filing..

Temporary Agency





July/October 2002

Phoenix, AZ 






Credit Application Analyst
· Processing incoming Credit Cards applications by conducting a research/investigation and then approve or deny each applicatoin. Temporary job.

Semmens Inv. Eng. 





August 2000 – June 2002

Scottsdale, AZ






Office Manager Assistant

· Call management, reporting, and research to support reports. Coordinate assignments, schedule inspections, research contractors, interact with clients, filing, data entry, supply management, data base maintenance, new job intake, seminar data preparation, issue resolution.

Sheraton Chicago Hotel & Towers



February 1992   -  July 2000

Chicago, Il






Business Center Supervisor

· Business Center Supervisor. Assist walk in customers, perform office tasks such as copying, sending & receiving faxes, using calculator. Help customers with printing out from a disk, lap top connections, internet access, shipping, printing labels. Able to handle multiple tasks at the same time in a fast pace environment. Record messages on the voice mail batch message service (one single message for several rooms). Coordinate equipment rental for international conventions. Manage office supplies. Work scheduling, filing, monthly reports.
· Communications Department as a PBX Coordinator/Operator.

Direct call traffic, setup wake up calls, leave voice mail for registered guests, detailed reporting of calls, scheduling, and filing.
Education:

• Assoc. in Business Administration
2006

Scottsdale Comm. College, Scottsdale, AZ  

•  Computer Training
1994-1996
Computer Learning Center, Chicago, Il  

•   Public Administration 
1985-1987

University of Mexico                                                                           

Skills:

· Office Skills: Microsoft Word, Excel, Powerpoint, Access, Adobe Photoshop. Typing 35 wpm, copier, scanner, fax machine, customer service.
· Languages: English; fluent, reading and writing. Spanish; fluent reading and writing.
