Professional Summary

Skills

Systems

Professional History

ID-65746 Cindy

MADRID, Spain

Professional with extensive experience in Accounting, Administration and Management
and Recruitment. Very positive and willing to take on new challenges, expand knowledge
and professional experiences that enrich my profile, that add personal objectives and my
environment.

Economic Proposals Collaboration with stakeholders
Administrative Support Events Coordinator

Dealing with suppliers Invoice Management
Salesforce Microsoft Office

SAP Google Suite

04/2018 - 02/2024

Senior Sales & Finance Coordinator

VOCALCOM TECHNOLOGY, Madrid - Spain

* Preparation of sales orders, new quotes for new and existing clients in Spain

and other locations in Europe.

« Management of service renewals with customers and suppliers.

* Record all information related to Sales and new acquisitions in Salesforce. As well
as management and handling of other systems used.

« Management of incoming invoices and reconciliation with our records.

« Advise on billing processes and suggestions for process optimization to adapt to
business changes.

« Follow up on all pending transactions with customers and suppliers.

* Build and optimize processes, as well as support the Finance team on special
projects as needed.

03/2017 - 04/2018

Administrative Coordinator

GAE COMUNIDADES SUR, Tenerife — Canary Islands - Spain

* Reconcile bank accounts and finances for each of the communities.

« Management of many receipts related to each of the communities.

« Processing payments for services and providers.

« Interacted with vendors, contractors, and professional services staff to receive
orders, direct activities, and respond to owners' needs.

 Continuously improved methods for day-to-day operations, customer
communications, record keeping, and data entry to increase efficiency.

07/2015 - 05/2016
Talent Acquisition Coordinator
Arvato Financial Solutions - Google, Dublin - Irlanda

« Schedule candidate interviews and collaborate with hiring managers.
« Assist in the development and distribution of job postings.


mailto:cnogueramerlo@gmail.com
https://www.linkedin.com/in/cindy-noguera-296a12b7

Education

Languages

 Maintenance of the applicant tracking system and updating of offers.

of employment.

« Provide administrative support to the recruitment team (visas, new recruits,
etc.).

05/2015 - 07/2015

Transactional Specialist

Arvato Financial Solutions - Microsoft, Dublin - Irlanda

« | answered customer concerns and questions on a daily basis.

* Information recorded in the company's databases.

« Used data entry skills to accurately document and input statements.

05/2014 - 05/2015

Administrative and Accounting Assistant

Dublin 1 Apartments, Dublin - Irlanda

« Invoice management and entry into internal documentation. Keep files

organized to keep accounts payable records up to date.

« Supervised day-to-day accounting operations with attention to accounts receivable,
accounts payable, bank reconciliation and disbursements.

« Communicating with vendors to reconcile bill payments.

09/2012 - 04/2013

Accounts Payable Analyst

Bancrecer (Banking), Caracas, Venezuela

« Supplier invoices received, validated for accuracy, and submitted for approval for the
purpose of processing payments, for all bank locations in the country.

* Debt payment management, cash allocation, invoicing.

« Compare purchase orders with invoices and record necessary information.

« Effectively reconcile bank accounts and organize information in accounting software.

09/2011 - 09/2012

Audit Trainee

PricewaterHouseCooper (PWC), Caracas, Venezuela

« Developed an understanding of the methodology, approach, and tools of
Auditing the company while working under the supervision of authorized auditors
» Document the tests and results of the audit. Proved to be successful working
within tight deadlines and in a fast-paced environment.

2023 Salesforce Administrator Trainee Certification

2013-2014  Certificate General English , Dublin Cultural Institute, Dublin - Irlanda

2007-2012  Bachelor's Degree in Accounting and Finance, Universidad Catdlica Andrés Bello (UCAB),
Caracas - Venezuela

2012 Banking Management, IESA, Caracas - Venezuela
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