Stephanie Plank Cox

1156 Sterling Drive

Amarillo TX  79110


806.683.3431
OBJECTIVE:
To obtain a position with a growing company that will allow me to maximize my strong organizational, professional and secretarial skills. 
EDUCATION:


January 2006 – May 2006

Amarillo College - Amarillo TX

Real Estate Courses – Obtained Salesperson License – April 2007





June 1993 – May 1997

Amarillo College - Amarillo TX





Legal Secretary – Associates in Applied Science Degree

TECHNICAL SKILLS:

Machine Transcription Rate:  65 words/minute





Keying Straight Copy:  60 – 70 words/minute





10-Key by Touch:  300 strokes/minute

COMPUTER KNOWLEDGE:
WordPerfect

 Microsoft Word

 Microsoft Windows





Windows XP

Adobe


Excel

Internet


PowerPoint

Perfect Works

Microsoft Works

EXPERIENCE:
Mar 17, 1014 – Current


Evenson Energy Inc—Dispatcher
Crude Oil Dispatcher directly under the Operations Manager. Communicate by telephone, email, text and any way needed in order to fully service our customer and also work for our drivers. Dispatch loading and unloading information to drivers.

Dec 6, 2010 – Mar 12, 2014

Kimrad Transport  LP – Safety Assistant
Assist the Safety Director in daily duties of recruiting CDL Drivers and all human resource duties involved, assuring their licenses, physicals and continuing education are current at all times. Create driver recruiting ads for newspapers, radio and on-line. Keeping driver PPE stocked.  Make certain licenses and permits required by each state in order to transport loads legally are current. Assure the company is following DOT regulations for fuel tickets, driver qualification files, driver logs and, vehicle inspection reports. Processing Logs, filing logs and DVIR’s. Making sure the Employee Handbook, Driver Orientation and Driver Training books are current and printed. Completing Permit Books for 190 trucks and keeping them current. Assist in creating company web-site. 
June 1, 2010 – Dec 2010


Sears – Office Associate—Part-time
Prepare daily cash deposit, research outages on registers, prepare change order for vault, balance vault, and provide change to cashiers as needed. Keep office and filing organized for audits. Keep supplies stocked for cashiers and vault room. Clean office, as needed.
November 1, 2009 – Dec 2010

Amarillo Independent School District- Substitute Teacher—Part-time





Substitute all grades as needed or requested by AISD.


January 15, 2009 – May 29, 2009

Neely, Craig & Walton - Customer Service Representative
Manage Top 20 accounts—prepare health insurance quote, service the account, renew health benefits, organize and give employee benefit meetings. Offer telephone customer assistance to accounts and their employees. Assist accounts in any way needed. Promote and demonstrate online account portal for agency. 
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April 1, 2003 – November 21, 2008
Insurance Management Services - Marketing Account Manager
Manage group insurance accounts, filing, answering telephone, preparing health insurance quotes, creating reports, working with insurance carriers and agents on quotes, large case management, creating renewal packets, organizing and ordering supplies. Assisting marketing manager with meetings, organizing and creating meeting materials needed.
*Obtained Texas Dept of Insurance Health & Life License – April 2008

December 1998 – March 2003

Core Data Resources  -  Lead Data Entry Operator

Processing information for ATM machines, checking all information entered, assisting ATM installers on telephone with setting up ATM’s, and filing.
References provided upon request.

