Kim Chlad                                      kim_chlad@yahoo.com                  
290 Rexford Falls, Sherburne, New York	13460                             Ph. 607-244-9719

OBJECTIVE:  To obtain a career where my education and employment background, as well as my acquired and transferable skills would be of optimal benefit to my future employer.


ACQUIRED SKILLS:

Management/Supervisory Skills		                                   Computer Skills	                                    Microsoft Office                                                                       Keyboarding			                          General Office	                                                                       Bookkeeping                                                          Reporting			                                               Record Keeping	                                    Data Entry                                                                                  Customer Service		                          Call Center                                                                            Accts Receivable 
Training/Instructing                                                                Program Development                          Communication	                                                                     Inventory Control                                                  Collection Experience                                                            Sales/Marketing	       				                         

EDUCATION:   	Hamilton High School, Hamilton, NY 
	Mohawk Valley Community College, Utica, NY
	                             
EMPLOYMENT HISTORY: 	
		
MANAGEMENT/SUPERVISORY EXPERIENCE
As manager of Sherburne Motel in Sherburne, NY, I was responsible for making reservations, checking in guests, overseeing the front desk and motel staff, as well as scheduling the employees.
While employed at Night Shift, a commercial cleaning company in Endicott, NY, I was a supervisor. 

ADMINISTRATIVE EXPERIENCE
 As an administrative assistant for nine years employed through Manpower and Staff Works, I have been assigned to a variety of offices short and long-term including insurance firms, lumber yards, and banking institutions.  I have performed administrative duties to include filing, preparing correspondence, copying, faxing, collating, answering telephones, greeting visitors and customers, as well as all programs for operating computers to expedite the work load.

While employed at Fleet Bank in Utica, NY, I operated a computer in order to print out customer statements.  My duties included running the programs to print payroll checks for bank employees; backing up the system on a daily basis on the main frame and maintaining the magnetic tape drive.

As a computer operator at Magnavox in Manlius, NY, I worked on the mainframe and prepared reports for sales representatives.  I ran systems and backed up the system every day.
While working at Amphenol in Sidney, NY, I performed data entry duties, as well as scanned and indexed documents.
 
CUSTOMER SERVICE/CALL CENTER
As a customer service representative/call center at APAC in Utica, NY. I provided assistance via telephone to set up customer accounts and discuss billing issues.  Also processing medical claims while working at Preferred Mutual in New Berlin. While providing customer service support at MeadWestvaco in Sidney, NY. I processed customer orders over the telephone for calendar purchases.
