TARASA PEMBERTON

12417 Saverton West Dr. New London, Mo 63459
Email - tarasa2013@gmail.com ,    Phone # 573-406-2255
  Professional Work Experience
Quincy Herald Whig – Quincy Il,
April 2014 - Present

Title – Classified Department Manager 

I am responsible for the supervision of the Classified Department including hiring and management of 6 staff members.  I am responsible for sales of the classified section Ads for two Papers consisting of the Quincy Herald Whig and the New Jersey Herald. 
Other responsibilities consisting of monthly revenue number sales goals, sales projections, budget, and the proofing/approval of the layout per the classified section of both papers on a daily basis.

Reason for wanting to leave – I am driving 70 miles per day and looking for employment closer to home. 
Swiss Colony Data Center – Hannibal Mo.
February 2014 – April 2014
Title – Payment Specialist

Answered Customer Calls and entered their credit card/check monthly catalog payments toward their account for 12 different catalog companies approximately 27 hrs per week which is the maximum amount of hrs allotted per employee on a weekly basis.
Reason for leaving – I accepted a full time position at the Quincy Herald Whig.
Tabernacle of Praise Church – Hannibal, Mo.
 February 2008 – October 2013
Title – Administrative Assistant/ Children’s and Outreach Pastor

 I was responsible for facilitating, planning and coordination of all events including budget submissions. 
Overseer of approximately 40 volunteers, their background checks, training and scheduling in

several areas of Children’s Ministries for 3 Services per week.

Purchasing agent for all church facilities which required internet and local business investigation

for the best quality and pricing submissions.

Assistant Counselor as needed.

Reason for Resigning – There was a change in the Pastoral Leadership requesting staff changes.

  Hannibal Courier Post – Hannibal, Mo.
  August 2007 - February 2008
 Title – Accounting and Billing Clerk
Responsible for entering all adds for creation and billing purposes.  Part of my job consisted of processing walk in classified add cash drawer payment and deposits. I was in charge of processing all accounts payables and receivables. 
Reason for seeking other employment – Company was sold and layoffs occurred.
            
 Ralls County State Bank – New London, Mo.
 February 2006 - August 2007 
 Title - New Accounts Representative and end of day IT computer program back up and Teller as Needed.

 Responsible in setting up checking, savings, and IRA accounts for new and existing customers.
 IT back up for end of day computer program data entry and software/hardware updates.
Reason for Leaving - I accepted a job at the Hannibal Courier Post that offered a higher hourly pay rate.
 TDS Telecom - Telephone and Data Systems INC.  – New London, Mo.   
  July 1999 - January 2006
 Title - Customer Sales and Service Representative and Business Office Manager
 Assisted customers in setting up new residential phone service orders for both walk in and over the phone customers for both new and existing customers for a ten state western division.  Also sold and set up Dish Network Satellite TV Service and Internet service for both walk in and over the phone new and existing customers. I maintained and processed data entry and billing payments for all customers. I was responsible for managing customer account information and updates. 
I was in charge of managing all facets of the business office plus resolving customer service problems, complaints, and providing customers with problem resolutions.
I was in charge of managing maintaining collection activities on delinquent accounts. 
I was entrusted with the responsibility of purchasing of all supplies for both the Missouri and Arkansas Business offices thru use of the SAP purchasing program and procedures.
Reason for leaving – Position was eliminated due to company closed all business offices and setup multi state call center in a state I did not reside in.
Qualifications  

      I have several years’ background in accounts receivables, payables, payroll, collections, billing, and purchasing. I also have 10 plus years’ customer sales and service experience.

 I am proficient in a variety of software and computer programs with a history of error free data entry.

 I have the ability to learn and operate software programs quickly. I am able set up and also repair some computer equipment and programs due to having some IT experience.

  I also have  10 plus years’ management background at not only a business office environment, but also in the industrial field as a department supervisor in  manufacturing  prior to my in office experience.  I was active in developing and organizing a product improvement team in a manufacturing facility and was able to lead this team in taking non profitable products and improving the manufacturing processes to turn these products into profitable ones.  I also was a Quality Control Manager and over saw all aspects of shipping and receiving department.
 I am very dependable and willing to work extra hours when needed. I work well with little or no supervision. And I am also extremely organized and detail oriented.
Education

Graduate of Hannibal Sr. High School

Studied Computer Courses at Hannibal Vocational Technical School - 108 hours completed college courses in computer training and operation.

 Skills

Supervisory and Leadership, Customer Sales and Service, Management, Billing, 

Accounts payables/receivables, Collections, Payroll, Purchasing, Quality Control, Shipping and Receiving
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