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Professional Summary
Highly organized and detail-oriented Bilingual Administrative Professional with experience in data systems, office logistics, and cross-functional communications in the aviation training industry. Proven track record in maintaining high data integrity, optimizing administrative workflows, and delivering exceptional internal and external customer service. Adept at coordinating vendor relations and managing executive expenses via SAP. Bilingual in English and Spanish.
Professional Experience
Master Data Specialist – FlightSafety International – Houston, TX –                                        May 2013 to July 2025
· Streamline office operations and logistics, managing high-volume communications, scheduling, and document coordination for senior leadership.
· Enforce rigorous data integrity protocols across corporate systems, serving as the primary liaison between executive leadership, internal departments, and external vendors.
· Manage expense tracking systems, corporate correspondence, and sensitive records with a high degree of confidentiality and attention to detail.
· Created vendors, ensuring compliance with organizational guidelines and correct W9 data. 
· Leverage advanced Microsoft Excel capabilities to analyze operational data and prepare comprehensive written summaries for management decision-making.
Customer Support - FlightSafety International – Houston, TX –                                   November 2007 to April 2013
· Provided comprehensive clerical support to unit supervisors and departmental staff to ensure smooth daily office operations.
· Created invoices and purchase orders. 
· Greeted clients and created badges for clients and provided TSA approval. 
· Organized, updated, and filed sensitive documents, narratives, and performance evaluations using systematic cross-referencing.
· Served as the primary point of contact for incoming calls, utilizing active listening to screen inquiries and route critical information efficiently.
· Promoted and demonstrated appropriate respect for cultural diversity among a diverse population of coworkers, clients, and community partners.

Key Skills & Competencies
· Administrative Support: Data Entry, Electronic Record Management, Calendar Management, Unit Timekeeping.
· Technical Proficiency: SAP, Concur, Microsoft Windows, Microsoft Office (Word, Excel, Outlook, PowerPoint, Access, Teams), Electronic Database Management, CRM, Salesforce.
· Communication: Phone Screening, Reception & Visitor Greeting, Interagency Collaboration, Cultural Diversity Respect.
· Operations: Purchase Order Processing, Meeting Minutes.
· Administrative Leadership: Executive support, office logistics, and document coordination.
· Client & Vendor Relations: Front desk management, badge creation, hospitality-driven customer experience, and cross-functional communication.
· Languages: Fully bilingual in English and Spanish.




Education

University of Houston Clear Lake – Houston Texas				   Bachelor of Science in Business Management San Jacinto College – Houston Texas				                    Associate of Arts in Business Administration     
		
Additional Information

Assisted Living Cottages by Unlimited Care – Willis 					                                    Volunteer



