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125 West 109th Street apt. 4L
New York, NY 10025
(646) 228-5071
Maycarrera@gmail.com


EDUCATION
 
Borough of Manhattan Community College, New York, NY
Associates Degree in Liberal Arts

SKILLS AND ABILITIES
· Security guard license
· Fluent in both English and Spanish
· Proficient in MS Word, Excel, and PowerPoint
· Strong communication and researching skills
· Knowledge of records management and general administration
· Ability to work with high profile customers and management


EMPLOYMENT HISTORY

Universal Protection Services For AIG						October 2013-Current
Executive Receptionist- Providing support to Senior Executive Assistants
· Handled a heavy volume of incoming and outgoing calls, email and mail; keep a detailed record of messages and log of calls.
· Efficient and steadfast in scheduling meetings and handling calander conflicts and logistics
· Pre-register & register guests. Direct guest to their proper meetings upon their arrival and answer their queries.
· Addres any IT issues to executive Support and follow up to ensure issues are resolved. 

Classic Security						 	 		July 2013-September 2013
Security Guard- Provided protective services to office personnel
· Answered and investigated alarms, also investigated disturbances. 
· Enforced company rules and regulations.
· Maintained a log of all pertinent activities, such as equipment or property damage, theft, presense of unaurthorized person, or unusual occurences.
· Covered multiple telephone lines, took messages, answered questions, and provided information during non-business hours or when switchboard was not operating. 

Cathedral Parkway Towers							June 2012-June 2013
Front Desk Receptionist-Provided clerical support and protective services to Office Personnel 
· Collected, sorted, distributed and prepared mail, messages and courier deliveries.
· Acted as a liaison bewtween internal and external departments in coordinating and scheduling meetings with multiple parties. 
· Interacted professionally with all levels of staff and maintained the highest level of confidentiality. 
· Handled a heavy volume of incoming, outgoing calls and directed all to the approoproate individual for handling. 

REFRENCES
Avialable upon request
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