Lori A. Maltas
819 Pine Street

Ottawa, IL 61350
Cell (815) 252-7771 
​​​​​​​​​​​
Employment History

Ottawa Elementary Schools, Ottawa, IL

2011-2014




Bookkeeper
GRAINCO FS, Inc., Ottawa, IL


2002-2010




Risk and Regulatory Administration and Safety




Evangelical United Methodist Church, Ottawa, IL
2000-2014   P/T





Church Secretary




IBP, Inc., Ottawa, IL




2000-2002




Administrative Office  




United Steel Deck, Inc., Peru IL


1999-2000
Administrative Office  
                                                     Snap-On Tools Inc., Ottawa, IL


1994-1999




Exporter/Administrative Office 




Wolohan Lumber Co., Peru, IL


1984-1994




Department Manager, Sales & Customer Service 
Education


LaSalle-Peru High School, LaSalle, IL




Illinois Valley Community College, Oglesby, IL
AAS in Business Administration, AGS in General Study, 
Accounting Certificate and Food Sanitation License  
Professional Skills
Bookkeeper for 5 Elementary Schools and a main office: Prepare payables coding, reconciliation of invoices, process AP checks, employee reimbursements, payroll for 400 employees, produce monthly reports, budget reporting and analysis, assist in month end closing, assist in audits, insurance billing, receivables, process all deposits, school registration processing, purchase orders, purchasing, filing, reporting, receptionist, General State Aid Reporting, Transportation Reporting, human resource duties, dispatch, prepare bids for State of Illinois, prepare mass mailings, prepare and deliver presentations for meetings, negotiate and contract company functions, plan, prepare, organize, and schedule job projects for production, inventory control, leadership skills, and the ability to achieve results through others. Professional communication, presentation and customer service skills, time management, and the ability to work independently. I am self-motivated, goal oriented, flexible, analytical and creative with problem solving skills. I maintain an excellent rapport with all contacts.  
Environmental, Health, Safety, and Insurance 
Report and investigate all company incidents/accidents and develop procedures for prevention, correction and compliance, and manage all workmen’s compensation claims. Create and maintain Risk Management Plans and database, Security Plans, Emergency Response Plans, organize, prepare and complete reports for all State and Government Departments. Manage Spill Prevention Control and Counter Measure Plans, and assist with training seminars for local fire departments on anhydrous ammonia. Maintain all company permits, manage drug/alcohol program for three counties, and manage 85 plus Commercial Driver’s License employee’s files and databases for DOT compliance. Chair the safety committee, enforce and direct safety policy, conduct hazard assessments, security vulnerability, conduct inspections and confirm violation corrections from State and Federal regulatory agency inspections. Manage insurance coverage, and certificates of insurance. 
Achievements   
In 2009 I earned “Best of the Northern Region” Safety Award for maintaining a strong and active safety committee. The guidelines of my safety program were featured in the “Spirit” magazine published by GROWMARK, Inc. Bloomington, Illinois in May 2008. In 2009 I achieved “Co-worker of the Year” award by officers of the Moose Lodge for volunteer efforts and organizing a profitable event.  
