MARIBEL PRIETO

7305 NW 174 Terrace #1104 (305) 512-3463 Home
Miami Lakes, FL 33015 (305) 205-4017 Cellular
mxprieto2003@yahoo.com

PROFESSIONAL SUMMARY
Nine years of television broadcasting experience with particular focus on Information Technology (IT), Spanish
language programming and Project Management coordinating. Additional work experience in telecommunications,
high technology, legal and finance environments. Fluent in Spanish and English and familiar with challenges and
rewards of multicultural/international business projects.

TECHNICAL EXPERIENCE
Office 97/2000/XP, Visual Basic Programming, FrontPage 2000, NT Workstation/Server, Server Manager, User
Manager/for Domain, NWAdmin, MS Exchange 2000, Track-It Database, Clarify Helpdesk, Remedy Helpdesk
Client, Access, MS Outlook, Novell GroupWise 5.2, NetMeeting tools, Altiris, Internet Explorer, AP News Center,
Blackberry server and user support, ADP Payroll and Great Plains.

PROFESSIONAL EXPERIENCE

VISA INTERNATIONAL Miami, Florida (Jul 2004-Present)
Helpdesk Project Coordinator

e  Supervise and coordinate activities of Tier 1 and Tier 2 agents. Handling problem recognition research,
isolation resolution and follow-up for user problems.

e Coordinate installation of hardware and software, and implementation of procedure changes, and
coordinate daily operations with the help desk staff and technicians.

e A specialist representing the department’s first point of contact for users requesting assistance.

e Effectively questioning users to collect and understand information regarding the problem they are
experiencing and lead users through diagnostic procedures to determine, isolate and resolve source of
problem.

e Maintain and develop Helpdesk Reports that track activity and statistics to report to management.
Responsible for reviewing and analyzing reports by providing recommendations based on trends.

TELEMUNDO/NBC Hialeah, Florida (Aug 2001-May 2004)
MIS Technology Administrator
e Lead management and training aspects of Microsoft Exchange, Active Directory, Outlook email support for
end users and technical staff
e Responsible for RIM Blackberry Enterprise Management Support for Miramar, Florida staff
e Define and implement long-term business objectives and technology structures, optimized digital
technology capabilities resulting in a 100% increase in revenues and global client base
e Maintain Disaster Recovery Wireless Distribution List for upper management
e [T Security Leader maintaining Security integrity and access to the NBC Datacenter
e  Familiar with broadcasting production environment and responsibilities

TELEMUNDO Hialeah, Florida (Feb 1996—Aug 2001)
MIS Support Specialist Coordinator & Supervisor
e Daily support of end users with PC operation and network connectivity issues
e Maintained accurate helpdesk logs and generated reports displaying weekly, monthly and yearly support
call volumes
e  Established and maintained long-term rapport with MIS network vendors
e Managed LAN/WAN and Desktop support budgets and computer equipment allocation
e Trained and supervised three administrative assistants while managing NBC MIS help-desk



TELEMUNDO Hialeah, Florida (June 1995-Feb 1996)
Accounting Clerk
e Processed invoices, researched accounts, analyzed vendor history, prepared ADP payroll checks, assisted
monthly closings, vendors inquiries and weekly satellite reports
e Filed and maintained purchase orders and invoice records with selected vendors.
e  Worked with various financial reporting software programs (Excel, Lotus and Columbine)

ITT TECHNICAL INSTITUTE San Antonio, Texas (Jan 1994-June 1995)
Marketing Assistant

Managed front office administration and messaging for over 40 employees

Maintained adequate office inventory

Implemented various marketing projects and generated weekly and quarterly marketing reports
Translated correspondence and literature (English & Spanish) as required for upper management

MOTOROLA C & E Miami, Florida (Dec 1992—June 1993)
Sales Administrative Assistant

¢ Filed and maintained customer records, answered phones and took accurate messages

e Managed department inventory and front office administrative staff

LAW OFFICE OF AKHTAR HUSSAIN Hialeah, Florida (Aug 1991-Aug 1992)
Junior Legal Secretary

e Filed and organized client records, answered phones and delivered accurate messages

e  Worked on Immigration, Divorce and Personal Injury cases

e Provided administrative and translation (English & Spanish) services

EDUCATION

B.A. Management Information Systems (MIS) Degree, DeVry University, Miramar, Florida, In Progress
(Expected graduation date of Fall 2005).

Green Belt Six Sigma Certification, NBC/Telemundo, Hialeah, Florida, December 2003
(A continuous process improvement effort designed to reduce costs, for others, it is a management philosophy used
to transform a business. Regardless of the way it is used within your organization, Six Sigma means data driven

decision-making!)

Sarbanes-Oxley Certified, (Establishing and maintaining an Adequate Internal Control Structure/Procedures for
Financial Reporting), NBC/Telemundo, Hialeah, Florida, December 2003

GE Elfun Volunteer, (An organization committed to community service, NBC/Telemundo, Hialeah, Florida,
September 2003

Associates in Science degree in Management Information Systems/ MCP NT 4.0 Workstation Certified, Miami Dade
Community College, Miami, Florida, May 2002

Computer Business Application Certification, Hialeah Technical Institute, Hialeah, Florida, June 1991
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