Maria Gomez Westminster, CA • 657‑647‑7856 • Maggiego1982@gmail.com
Objective
Bilingual office administrator with extensive experience in medical offices and automotive collision centers. Skilled in bookkeeping, accounts receivable/payable, patient records, customer service, and office management. Seeking a role where I can apply strong organizational and financial skills to support daily operations and enhance client satisfaction.
Summary of Qualifications
· Bilingual: English & Spanish
· Bookkeeping & financial record management
· Credit card processing • Daily deposits • 10‑key proficiency
· Microsoft Office (Word, Excel)
· Patient records • CPT & ICD‑9 coding
· CCC One • Mitchell • QuickBooks
· General office equipment & multi‑line phone systems
Core Competencies
· Bookkeeping & financial reconciliation
· Accounts receivable & accounts payable
· Customer service & client communication
· Appointment scheduling & workflow coordination
· Chart management & transcription
· Multitasking, adaptability, confidentiality
Professional Experience
Caliber Collision Centers — Multiple Locations
CSR / Office Administrator / Office Manager August 2018 – May 2026
· Managed bookkeeping tasks including vendor payables, weekly AR reporting, and reconciliation.
· Updated C.A.R.E appointment system daily and maintained ARMS twice daily.
· Opened repair orders, coordinated tows, and supported sister shops with AR and scheduling.
· Processed new‑hire paperwork and trained staff on office procedures.
· Handled multi‑line phones and maintained high customer satisfaction.
Beto’s Auto Body — Long Beach, CA
Office Manager July 2016 – August 2018
· Performed bookkeeping through QuickBooks, including vendor payments for paint and parts.
· Prepared estimates using CCC One and Mitchell; coordinated insurance payments and deductibles.
· Scheduled appointments, updated customers on repair status, and managed front‑office operations.
· Supported shop workflow and ensured target dates were met.
Fix Auto Long Beach — Long Beach, CA
Customer Service / Office Support July 2015 – June 2016
· Completed daily deposits and handled bookkeeping tasks for AR/AP.
· Opened repair orders, scheduled appointments, and coordinated tows.
· Managed vendor payables and receivables; processed new employee paperwork.
· Provided customer service and operated multi‑line phone systems.
Eastland Medical Group — Long Beach, CA
Medical Office Assistant April 2007 – February 2012
· Managed patient billing, collections, and accounts receivable.
· Verified HMO eligibility, scheduled appointments, and maintained patient charts.
· Took vital signs, prepared exam rooms, and transcribed chart notes.
· Supported workers’ compensation claims and dispensed OTC medications per physician request.
Education
Long Beach Community College
· Health Care Coursework — June 23, 2006
· Administration Coursework — July 12, 2005
Professional Attributes
Hardworking • Prompt • Conscientious • Quick learner • Adaptable • Strong multitasker

