
	1410 Wedgewood Drive 
Montgomery, AL 36111
	(251)752-7247



Dava Hornbeak 
	Objective
	I am a very detailed, dependable person who is seeking employment in a rewarding field not only to enhance my resume but to strengthen my skills as a career individual. In hiring me as a member of your staff, you will gain an asset to your company. 

	Experience
	2012-2014       Montgomery Area Chamber of Commerce S B R C 
Administrative Assistant 
Resource Specialist 
· Answer  Telephone Calls 
· Assisted Clients in the Facility 
· Proof Read Business Plans 
· Clerical Assignments via MS Excel, MS Word and Power Point
· Collected Co Working and Incubation Clients Office Rental Payments
· Processed Credit Card Payments 

· Schedule Meetings via MS Outlook 
· Use the Office Copier and Fax Machine

· Coordinated Business Plan Seminar (held twice monthly)

· Sort and Distribute Mail for the Facility 

· Close the Office Daily
· Secretary Assistant for Score 

· Organized Score Workshops 

· Met with Score Clients to help grow their business. 

· Directional Coordinator for the MACC Diversity Summit 

(2 years)

2006-2012      Southern Penn Financial L.L.C    Selma, AL
Office / Property Manager
· Customer Service Specialist

· Office Manager for Tax Preparation / Rental Management Company
· Windows XP

· Windows Vista

· Microsoft 2010

· Microsoft Power Point

· Microsoft Excel

· Microsoft Access

· Microsoft Outlook

· Microsoft Publisher

· Pro Series Professional Tax Software 2006-2011 by Intuit

· Quick Books

· Rented Properties

· Collected Rental Dues

· Prepared Tax Returns

· Site Management Coordinator 
· Copied and Faxed Documents for the Customers 

· Mailed Documents to the Customers and various Companies 

2011-2012      Leslie’s Pools and Spas             Montgomery, AL 
Assistant Store Manager 

·   Opened the store
·   Dealt with customers
·   Tested water samples
·   Unloaded pool supplies and chemicals
·   Worked on Pool cleaners

·   Sold pool and spa cleaners and accessories

·   Closed the store

·   Made the nightly Bank Deposit 
2010 – 2011      Physiotherapy Associates         Montgomery, AL 
Receptionist 
· Answered Multiline Phone System. 

· Ordered Office Supplies 

· Processed Credit Card Payments 

· Maintained Front Office 

· Created documents with MS Excel as well as MS Word 

· Prepared Medical Record Requests. 


	
	2005-2006        Father Walter’s Child Care  
     Montgomery, AL Certified Nursing Assistant 
· Bathed, Dressed, Feed, and interacted with children from (3) years to (20) twenty years of age on a daily basis for 8 hours a day. 



References

Lynn Beshear   



Envision 2020 



    Montgomery, AL 




334-269-0224



Business Reference 




W. T. Pouncy 



Montgomery Chamber of Commerce

    Montgomery, AL 




SBRC Property Services  



334-462-2727



Business Reference 


             Earl Heath 


                             Montgomery, AL 



Chapter Chair 

Mentor at SCORE Chapter 598



334-2

Rhonda Farrish 



Alabama Department of Human Resources 
            Brewton, AL 



251-809-2009



13 Years 




Personal Reference 

