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Silvia Chacon

Authorized to work in the US for any employer


Work Experience


Human Resources / Bookkeeping
Member Marks - Wheat Ridge, CO April 2019 to Present
· Bookkeeping
· Sales Tax
· Employee Management
· Human Resources
· Payroll
· Conflict resolution
· [bookmark: _GoBack]Customer Service
· Use QuickBooks Accounting Software
· Sales orders
•Recruitment
•Personnel files
•Performs other duties as required
· Purchase orders
· Multi-company management of companies in QuickBooks
· Attendance records

Bookkeeper
C2X Holdings - Erie, CO October 2018 to April 2019
· Download daily bank transactions to online QuickBooks
· Pay supplier invoices in a timely manner
· Multi-company management of companies in QuickBooks
· Pay any debt as it comes due for payment
· Issue invoices to customers
· Ensure that receivables are collected promptly
· Record cash receipts and make bank deposits
· Conduct a monthly reconciliation of every bank account
· Conduct periodic reconciliations of all accounts to ensure their accuracy
· Issue financial statements
· Maintain an orderly accounting filing system
· Maintain the chart of accounts
· Provide clerical and administrative support to management as requested
· Follow accounting policies and procedures

· Prepares financial reports by collecting, AR, AP, unpaid bills, Balance sheet, P&L, analyzing, and summarizing account information and trends.
Administrative Assistant / Bookkeeping Environmental Consulting Services - Denver, CO August 2016 to October 2018
Perform clerical tasks and operate basic office equipment
Handle incoming calls and providing general information and take messages as required. Completes all scanning, copying and filing
Files contract administration documents.
File and maintain written records along with creating electronic copies for records. Researches and solves routine problems.
Data entry into QB database
Log invoices weekly and updates expense log. Fill out prequalification forms.
Post on social networks. Payroll.
Recruitment. Personnel files.
Prepare materials for presentations and construction meetings. Record and update meeting minutes for the various site meetings.
Types, proofreads, and assists in the production of complex solicitation and contract documents. Monitors and tracks bid/proposal receipts.
Compiles contract documents and prepares documents for execution. Assists in preparing varied project and non-project correspondence. Performs data compilation, supports multiple activities.
Sets up job files (hard copies and electronic files). Orders supplies and materials as needed.
Maintains project files and key project and personnel lists.
Working independently or with managers in order to maximize efficiency of the role. Performs other duties as required.
Manage multiple calendars: bidding, conferences, travel etc.

Account Assistant / Human Resources
Qs Sorting Mexico - Juarez July 2014 to December 2015
Industrial Supervision of Staff cafeteria Attendance records
Personnel files
Monitors and tracks bid/proposal receipts Payroll check
Billing based on reports of drawing materials Invoicing and collection.
Data entry into CRM database
Prepare materials for presentations for meetings Scanning, copying, faxing and filing
Social Networks
Manage multiple calendars: bidding, conferences, travel etc.

Compile and compare data and make estimations

Human Resources Manager
Nutrimex - Juarez 2011 to 2013
· Responsible for the Human Resources department
· Overseeing the hiring
· Recruitment
· Follow-labor demands
· Follow up cases of employees
· Hiring staff.
· Control monitoring employee medical examinations.


Education


Account
North American University


Skills


Human Resources (5 years), Auditing (2 years), Accounts Payable (6 years), Public Relations (3 years), QuickBooks (3 years), Bookkeeping (8 years), Billing, Data Entry, Accounts Receivable, Excel, Filing, Accounting, Shipping (Less than 1 year), Microsoft Excel, HR, benefits, Payroll

Certifications and Licenses


Project Management Professional (PMP)
December 2017 to Present

Notary Public
January 2017 to January 2021
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