Jessica F. Aldrich                                                                                                            
6741 Bellaire St, Commerce City, CO 80022
(303)408-4393 (c), (303)289-2180 (h) 		jaldrich59@yahoo.com
 
OBJECTIVE:
My objective is to obtain to challenging fulltime position utilizing the skills that I have acquired through my previous occupations.
 
SKILLS:    

	· Administrative Assistant 
	· Office Support/ Clerical Duties

	· Customer Service Skills
	· Assembler/ Manufacturing

	· Communication Skills
	· Quick Learner/ Organization 

	· Excellent Interpersonal Skills
	· Responsible/ Reliable

	· Oracle/ Bill Track Pro
· Data Entry/ Database Software
· Networking/ protocols
· Invoice Processing/ Reconciling 
	· Positive Attitude/Achiever/ Accuracy  
· Microsoft Windows XP, Excel, Access, Internet, Outlook, Email, PBX/multi-line, fax, photocopies, scanning, printers
· Type: 45 WPM/ 10 Key: 168 KSPM



EMPLOYMENT:
Private Home								            September 2013 – Current
Family Child Care
Provide part-time and on-call care for three children ages 3, 8, and 11 years. Responsibly includes personalized care for children and also attending to their safety, health, and nutrition. I provide my care periodically on scheduled days out of the week.

Level 3 Communications, L.L.C.					     December 2012 – August 2013
Contractor/Data Entry
Enter and process invoices through Bill Track Pro and Oracle. My daily responsibilities are setting  billing accounts, providing daily correspondence with many different vendors through email, conference call, scheduled calls, reconciling accounts, apply credit memos and disputes, tax coding, and approve invoices for payment. Also assisted, followed and complied multiple spreadsheets sent through email each day.   As well as preforming miscellaneous duties throughout my shifts. 

Hunter Douglas							     July 2012 – October 2012  
Assembler
Temp-to-Hire: Assembled Silhouette window shadings. Carefully read and followed instructions on different color components and sizes.  Built manual and electric shades by using equipment and supplies as needed to accomplish my productivity goals each day.

Carefree of Colorado						  May 2010 – December 2011                                                                                            
Assembler 
Final Sewing department: Process through about 400 different types of awnings a day, assembled, packed, and sealed each product using company tools and equipment. As well as keeping the warehouse clean through shifts.
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Carefree of Colorado
Data Entry Clerk/ Front Desk/ Seasonal 
Office Administration Assistant: Processed and maintained data entry requirements by entering new and updated Customer’s Account Information and Product Limited Warranty’s. Ensuring and analyzing all mail form warranties are correct and entered properly into the database program. Well multi-tasking many different given orders throughout the day. 

Napa Auto Parts                                                                                     August 2008 – April 2010
Delivery Driver/ Sales Associate
Delivered auto parts to 6 to 50 companies a day, dispatching, unload pallets, restock shelves, offered assistance to customers, processed many transactions and cleaned store as needed

Clearfield Job Corps                                                                         September 2007- June 2008  
CJCC Campus Safety
Internship-Business Technologies Office Administration: File, data entry, answer phones, scheduled appointments for students, good communication skills. 

Taco Del Mar								 July 2006 – September 2007
Cashier
Food preparation, order taking, cashier, and cleaned the restaurant beyond company standards.
	

EDUCATION:
State of Colorado: High School Equivalency Diploma (GED)			    (Dec. 2013)
Clearfield Job Corps Center: Business Technologies Certificate                                  (2007-2008)
Adams City High School                                				                (2004-2007) 





 

References available upon request
