1493 N 1450th Rd.
Streator, IL 61364
815-822-0506
Lfalze@yahoo.com


Linda Pfalzgraf

OBJECTIVE
A responsible and challenging position that will utilize my education and background, expand knowledge, and offer opportunities for personal and professional growth.

FUNCTIONAL SUMMARY
· Excellent customer service and communication skills
· Interface well with public
· Set and meet high goals for self and company
· Accounting skills, including A/P, A/R, and payroll
· Detail oriented and focused
· Inventory control and ordering experience
· Usage of multiple computer programs
· Successful completion of Meter Pro, CAST, and SASS testing
EMPLOYMENT
	March 2014 – Present    Petersen Healthcare
	Business Office Manager – El Paso Healthcare Center
	Operate business office, maintain resident trust funds, provide orientation for new 
             hires, payroll, insurance verifications, and handle Medicare and Medicaid.


2012- 2013     Commonwealth Edison
 Meter Reader –Streator Barn
Read meters in rural communities and towns in surrounding area.  Work under indirect supervision, with usage of company vehicle.  Completed Meter Pro and successful completion of CAST and SASS test. 

	
2012 		Manpower – Jackson Hewitt Tax Service
	Tax Preparer - Seasonal
	Provide tax services to customers, schedule appointments, answer
	tax questions.

            
             2008 – 2009 			Streator Elementary School District #44
	Teachers’ Aide – Full-time
[bookmark: _GoBack]Assist learning disabled children with day to day activities in the school environment.                  Provide office support when needed.


	2003 – 2009			Alexandria Molding
	Service Representative – Part-time
	Oversee wood molding aisle for Home Depot Store.  Order, maintain, inventory, stock,
	and organize molding aisle.

	2001 – 2002			US Foodservices
	Human Resources/Administrative Assistant
	Responsibilities include daily record keeping for HR including reviewing, documenting, 
and forwarding all incoming employment applications and Affirmative Action
	information.  Assist and provide back-up for payroll coordinator.  Create and submit
	advertisements for employment, provide orientation for new hires as well as providing
	benefit information.  Assist current employees with insurance/benefit information,
	assist with Workmen’s Compensation claims, and general office filing.  Assist president
	of company with administrative needs and arrange travel for company executives.

	June 2001 – July 2001		Streator Onized Credit Union
	Receptionist/Loan Preparer 
	Responsibilities included answering phones, preparing and submitting vehicle loans, and
	reviewing credit reports.  Miscellaneous computer work including preparation of board
	reports.  Basic teller responsibilities.

	1998 – 2001			Country Companies Insurance
	Customer Service Representative – Licensed Agent
	Responsibilities included providing customer service to clients, field agents, and third
	parties, dealing with insurance questions and policies.  Provided billing information and 	
	rate quotes for new vehicles, and miscellaneous vehicles.  Involved in committee work 
	for Employee Relations and reviewing new hire trainee work.  Provided training for new 	
	hires as a mentor.





EDUCATION
	2012 Meter Pro, CAST and SASS testing
2012 Certified Tax Preparer
2008 Certified Paraprofessional
	June 2000  Insurance Institute of America
Certificate in General Insurance	
	08/ 2002 – 06/ 2004  Kankakee Community College
		Medical Lab Technician – Associate in Applied Science
	08/ 1984 – 06/1988  Illinois Valley Community College
		Associate in Science		
March 2014   Aurora University  Currently returning to school to complete Bachelors in Arts for Business Administration with a focus on Accounting.


Volunteer for County 4-H


References Available Upon Request

	



