C A R R I E    M A T E O S
12900 SW 203 LANE   MIAMI, FL 33177     PHONE: (786) 506-5662    CARRIEMATEOS@YAHOO.COM

I am a dedicated and technically skilled professional with a versatile operational support skill set developed through years of experience.  I possess strong interpersonal, administrative, accounting, logistics and operational competencies which can contribute to the overall success of the organization.

QUALIFICATIONS & KEY SKILLS

· Possessing a meticulous attention to detail; managerial commitment to producing quality work; problem solver and deadline conscious.
· Strong Motivational skills, exceptional organizational skills, good communication and awareness of internal and external customer needs.
· Resolve employer challenges, offer solutions, and process improvements proven to increase efficiency, customer satisfaction. 
· Capable of working independently with excellent organizational, planning, and prioritizing abilities as well as in a team environment.
·   Keen Ability to multitask a variety of challenges with the capacity to make excellent administrative and procedural decisions. 
· A talent to handle pressure well and the ability to thrive in a fast-paced environment. 
·   Proficient in advanced computer skills such as Microsoft Office Suite, Project Management, multiple Data & Reporting Software(s), with an aptitude to learn new programs quickly and efficiently.  Smartsheet, Teams, Power Bi, SQL Certified, Crystal Certified, Accounting Software’s, ADP Willing to work towards any new certifications the job may require.
· Bilingual, Office Management, Logistics, Inventory, Operations, Dispatch, Warehouse, Presentation Skills, , Bookkeeping, AP/AR. AWB, BOL.

WORK EXPERIENCE
BAPTIST HEALTH SOUTH FLORIDA	                                                                                                   June 2009 to Current                                  
BI Systems Analyst – Business Intelligence and Data Engineering Dept.	BHSF Corporate    May 2014- Current
· Responsible for Reconciliation for entire system through Ascent Database Interface reports from host.
· Analyze, manipulate and/or Create, Validate, Interpret, Distribute & Manipulate reports using Crystal Report Writer or SQL through multiple reporting software’s as request by PFS staff & BHSF depts.
· Assist with file transfer uploads using different database systems to acquire automated processes.
· Knowledge of hospital billing systems, revenue cycle as it pertains to data validation throughout multiple platforms.
· Confirm accurate transfer and conversion of data ensuring correct calculation of reimbursement.

OFFICE ADMINISTRATOR 3 – CSC (Centralized Staffing Center)                      BHSF Corporate  Oct 2011- May 2014
· Maintain budget, review, and reconcile monthly. Monitor performance of all business office operations.
· Evaluate monthly departmental reports, AP distribution Reports, generate multiple Data Reports to accurately capture statistics.
· Provide training and guidance to less skilled/experience staff. 
· Team building and process improvement skills through seminars, workshops, or other forms of training/education.
· Maintain detailed schedules for multiple committees; facilitating meetings, events, conferences, travel, correspondence, check request, expense reports, order supplies, prepare and coordinate agenda, minutes, professional presentations, special projects.
· Develop and maintain shared drives, updating personnel files, departmental manuals, and serve as INTELEX policy administrator.
· Serve as Kronos administrator to ensure accuracy for payroll.

EXECUTIVE ADMIN ASSIST – Executive Office                                                                     Baptist Hospital 2009-2011
· Managed the administrative tasks of senior officials within an organization. 
· Responsible for the coordination of calendars, scheduling meetings, and acting as a liaison between management and team. 
· Screening Visitors, making travel arrangements, preparing reports, filing, and organizing documents, recording meeting minutes, and performing bookkeeping tasks.
	          
      HOME MORTGAGE/HOME SALES                                                                                                                   Feb 2000 - Nov 2007
DIRECTOR - BUSINESS OFFICE ADMINISTRATION 
· Administer office activity and services including the supervision of staff to achieve maximum productivity and expense control, responsible for office operations & warehouses.
· Managed subordinate staff of 15-25 in the day-to-day performance. (Reception, Processors, Brokers, Accounting, Inventory) 
· Organizing office operations and procedures, overseeing payroll, reviewing requests, assigning, and monitoring clerical functions.
· Develop procedures and policies for administrative activities such as records maintenance, document preparation, mail distribution, reception, and other related internal operations.
· Extensive knowledge of department processes to Ensure that project/goals are met and adhering to approved budget.

	OFFICE MANAGER
· Responsible for all areas relating to financial reporting, Billing, Collections, Accounting, Dispatch, warehouse etc. Supervise 8-12
· Developed and maintained accounting principles, practices, and procedures to ensure accurate and timely financial statements.
· Coordinate delivery of office services with other departments.  Recruit and trains office support staff.

LR TRANSPORT                                                                                                                                                   1996 - Jan 2000
	OFFICE MANAGER   
· Managing and overseeing the daily operation of the Accounting department. A/R, A/P. Payroll, Dispatchers, etc.
· Monitoring and analyzing accounting data and produce financial reports and statements. While establishing accounting methods, policies, and principles.  BOL, AWB, WO etc.
· Dispatch Drivers, create routes, maintain logs for payroll, assist in warehouse when needed. Ability to multitask and wear different hats, great agility and adapt to changes on the fly.
· Develop procedures and policies for administrative activities such as records maintenance, document preparation, mail distribution, reception, and other related internal operations.

EDUCATION
Bachelor’s in business administration                                                                                                                          1995  
