Ana M. Caballero-Lindblom 

759 St Francis Blvd. Daly City, CA 94015 

Home phone 559.584.4794 / Cell phone 415.672.1259 / other phone 650.991.4330
Email: Anamlindblom@sbcglobal.net

OBJECTIVE: 
Seeking position requiring excellent business skills in an office environment. Position should require a variety of tasks, including office responsibilities, data entry, customer services and skills of persuasion to achieve goals.
QUALIFICATIONS: 
19 years experience with customer service, intl. & domestic transportation, receptionist duties, weekend supervisor, admin asst duties, data input, mail sorting, research and some accounting.  I am well-organized office professional.  Broad based experience in computer programs.  I ensure that departmental deadlines are met.  Office skills which I have handled include MS office, Excel, and Outlook.  Lastly, I am able to work independently, solving issues which come up, helping fellow co-workers, problems and handing multiple tasks.  I have knowledge with UPS and Conway booking systems.  Spanish is 2nd language.
Employment: 

April 2007–Jan 2008 Odwalla Inc. (Subsidiary of Coke Cola) Dinuba Transportation Team  

Handled daily routing of all containers departing Dinuba Ensured all shipments met company requirements prior to shipping, due to shipments being perishable.  Learned the process on how juice was made and all of its benefits and necessities.  Ensure proper handling and creating of original documents for domestic shipping and receiving.  Providing quotes for domestic shipments.

Mar 2003-Mar 2007 EGL, USA Account Coordinator Supervisor for Cisco Systems

I specifically handled customer requests and needs.  Including all air and ocean inbound consolidations from beginning pre-alerts to final delivery.  Customers to name a few were Cisco Systems Inc., Del Monte Foods, IBM, and Advanced Micro Devices.  Customer service was a big part in making customer happy.  I would communicate internally and externally via email, fax, and phone and at times in person.  I was the weekend supervisor for one year.  Would have to open and close office.  Would step in and assist following department when help was needed, accounting dept both payable and receivable, domestic transportation, human resources, and frequently the receptionist duties.

May 1988-Feb 2003 KSI Corp.  Receptionist/Air Inbound Coordinator/Team Lead

I was hired as the receptionist and held that position for 2 years.  Handling all front desk tasks, outgoing & incoming mail, faxing, prepare conference rooms when meetings were going to be held, handled travel needs for office director.  After the 2 years I was promoted into the inbound/ consolidations dept.  Handled data entry, customer service, emailing, ensuring customer was kept update to date regarding any of their concerns.  Maintained complex account sensitive status reports and updated tracers. Facilitate and prioritize land cost reports, by generating accurate database. Ensure compliance with U.S. Customs, FDA, FAA, USDA, Fish and wildlife and other government agencies and their regulations.

Education / Acknowledgements 

Telephone "How to Sound Professional" seminar Certification received San Francisco

US Food & Drug Administration Certification received South San Francisco (Attached)
Certificate of Appreciation from the Honorable Quentin L. Klopp for my conscientious performance in the administration of justice

REFERENCES

Upon request

