		Name:
	[bookmark: _GoBack]Essence Allen

	Phone:
	612-417-0518

	Email:
	essenceallen0821@yahoo.com

	Location:
	US-MN-Minnetonka-55345

	Work Status:
	US Citizen

	
	

	
	

	Last Modified:
	7/2/2015

	Last Activity:
	7/7/2015



	



Experience
	Total years experience:
	6 Years, 6 Months

	Job Categories:
	Admin - Clerical  (No experience)
Facilities  (No experience)
  (No experience)


	
	



Work History
	Company Name:
	Blue & White/Abc Taxi
	(2 Years) February 2011 - November 2013

	Job Title:
	Billing Coordinator

	

	Company Name:
	Thomson Reuters
	(0 Years) June 2010 - October 2010

	Job Title:
	Data Entry Specialist

	

	Company Name:
	Innovent Air Handling Equipment
	(2 Years) January 2008 - June 2010

	Job Title:
	Sales Assistant

	

	Company Name:
	Pinnacle Technologies
	(0 Years) January 2007 - December 2007

	Job Title:
	Administrative Account Coordinator



Education
	School:
	Minnesota School Of Business
	Graduation Date:
	June 2003

	Major:
	Business Administration
	
	
	

	Degree:
	None
	
	
	



	


Additional Skills And Qualifications
	Recent Job Title:
	Billing Coordinator
	Recent Wage:
	

	Languages Spoken:
	
	Managed Others:
	

	Security Clearance:
	No
	Military Experience:
	

	
	
	
	

	
	
	
	

	
	
	
	



Desired Position
	Desired Wages:
	
	Desired Employment Type:
	

	Desired Travel:
	
	Desired commute:
	

	Desired Relocation:
	
	



Resume

Essence E. Allen5895 County Road 101, Minnetonka, MN 55345
Essenceallen0821@yahoo.com C: 612-205-5632


OBJECTIVE: To provide a vehicle for professional and personal development in a mid-level position with a company that promotes staff empowerment, utilizes my unique skill sets, and provides avenues for increased responsibility and career advancement opportunities.

RELATED EXPERIENCE:
Billing Coordinator
Blue & White/ABC Taxi-Minneapolis, MN Feb 2011-Nov 2013
Performing a variety of duties and providing assistance in all functions of the accounting department. Sends out bi-weekly communication reports as well as requested updates regarding accounts and billing of services. Sends out Monthly billing for all accounts. Creates progress reports for account Manager. Created company accounting procedures and updates for customers. Assisted with sales and travel details, marketing, and special events and all other administrative duties as assigned.

Data Entry Specialist-Adecco Staffing Company
Thomson Reuters-Eagan, MN June-October 2010
Entered federal cases into a confidential database with accuracy and detail. Researched cases, serial numbers, and duplicates for processing. Assisted with inventory count for calculation of OT (Overtime), assisted in departmental needs when requested.

Sales Assistant
Innovent Air Handling Equipment-Minneapolis, MN 2008-June 2010
Performed a variety of duties and provided assistance in all functions of the sales department including Senior Sales Manager, Regional Sales Managers and VP of Operations, Also assisted Manufacturing and Service Managers as it pertained to Sales and equipment progression. Sent out weekly communication reports, as well as bi-weekly updates regarding manufacturing and shipping of products. Created progress reports, created a shipping form and update for customers. Assisted sales with travel details, marketing projects, special events and all other administrative duties.

Administrative Account Coordinator
Pinnacle Technologies-Oakdale, MN 2007-2007
Performed a variety of administrative functions: Scheduling appointments and/or interviews, back up reception, dictation, composed memos, researched market areas to expand business, generated reports, and handled multiple projects. Also documented overall materials needed to process installations in a timely fashion, including, but not limited to, purchasing, vendor/customer information, customer service, shipping/receiving, and tracking of all orders. Handled all invoicing for accounts payable/receivable. 

EDUCATION:
Business Administration
Minnesota School of Business Richfield, MN June 2003

TECHNICAL ABILITIES:
Computer Skills: SAP, Microsoft Access, Word, Excel, Power Point, 10-Key, Fortis, Outlook, QuickBooks , Pathfinder

SUMMARY OF PROFESSIONAL QUALIFICATIONS
Successful track record of handling complicated assignments and Administrative requests
Highly experienced in posting deposits, payments and recording accounts with a high degree of accuracy
Offer solid foundation in software applications, database management and data entry
Proven ability to master new technology
Dedicated to customer relations
Able to handle multiple tasks while recognizing priorities and maintaining quality work
Reputation for maintaining customer records, files, and other miscellaneous documents in a precise and efficient manner
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