MARI DOULOS

659 S. River Rd.
Des Plaines, IL  60016
(847) 401-6807
 doulmari@sbcglobal.net
EXPERIENCE
6/2015 to
ULTA-LIT TECHNOLOGIES, Glenview, IL

Present
General Office 

·  Accounts Payables and Accounts Receivables utilizing QuickBooks 
·  Create and update invoices according to purchase orders, enter Sales utilizing Excel
·  Review shipping requirements to make sure they meet customer requirements
12/2013 to
AJILON, Deerfield, IL

Present
Clerical

· Upload documents in database

· Scan documents

· Balance reports 
· Send thank you letters, update MLS listing status, create packets, advertise rentals in craigslist
· Assist agents as needed.
6/2011 to
APPLEONE, Schaumburg, IL

2/2014
Clerical

· Receptionist duties 
· Greet and direct visitors to appropriate place or employee
· Registration for exhibit shows, create badges, and distribute online tickets
1998 to
LORD & TAYLOR, Northbrook, IL
05/2012
Sales Associate

· Assisted customers with excellent service

· Located merchandise upon customer’s request
· Merchandised inventory  

1997 to

AMERICAN HOTEL REGISTER, Northbrook, IL

1998

Administrative Assistant
· Created and  updated any special upcoming or current projects for the Inside Sales Supervisor
· Created and updated any sales projections utilizing Excel for the Inside Sales Managers

· Answered switchboard for the Inside Sales Department

1995 to
SADDLEBROOK FARMS, Grayslake, IL

1996
Administrative Assistant

· Assisted potential walk in clients acting as a receptionist on occasion
· Created and updated reports to determine the target markets

1987 to

A.C. NIELSEN, Northbrook, IL

1994

Accounts Payable

· Determined payable amount for participating food industries
· Generated the checks and mailed out


Account Reconciliation

· Reconciled accounts for the Clearance Center Department
· Created a report upon results

Statistical Analyst
· Created and updated market sales trends for participating food industries

· Created closing reports
EDUCATION
Dominican University, River Forest, IL, Bachelor of Science, May, 2003, Honors
Oakton Community College, Des Plaines, IL, Associates of Arts, General Business and Liberal Arts

COMPUTER SKILLS  Intermediate to advanced working knowledge of Word and Excel, familiar with PowerPoint and Access
