Taylor Sandlin
3800 Evelyn Road
Ogden, Utah 84403
[bookmark: _GoBack]*Moving to Denver, Colorado in July 2014
Cell: (801)-675-2912   
Email: c.taylor.sandlin@outlook.com 


EXPERIENCE: 
4/13- Present 	
Ultimate Service and Technology MFG, LLC                                               Layton, UT
Accounts Payable / Accounts Receivable
· Daily invoicing
· Closing finished product work order’s
· Data entry
· Accounts payable check runs
· Customer statement and aging reports
· Maintain financial historical records by filing accounting documents
· Collect, analyze, and summarize account information and trends
· Collections
· Assist HR with payroll

12/12 – 4/13
Ultimate Service and Technology MFG, LLC                                               Layton, UT
Executive Assistant / Purchasing
· Assist purchasing manager with sourcing and buying of raw materials
· Release work orders to production
· Provide high level confidential administrative support to CEO and VP 
· Schedule meetings 
· Handle all office clerical duties
· Assist with HR functions including time records and payroll
· Coordinate return of non-conforming materials
· Report and resolve freight claim issues
· Provide support to customers and various internal departments


10/12 – 12/12     
Ultimate Service and Technology MFG, LLC                                                 Layton, UT
Receptionist
· Answer telephone, screen and direct calls
· Prepare correspondence and documents
· Greet vendors and customers entering facility 
· Deal with queries from the public and customers
· Monitor and maintain office equipment 
· Receive and sort mail and deliveries
· Organize conference and meeting room bookings
· Control inventory relevant to reception area, break rooms and conference room
· Provide support to  customers and various internal departments

10/11 – 03/13    
Nickelcade                                                                                                              Ogden, UT
Assistant Manager
· Assisted manager with overall store operations	
· Supervise staff, training and scheduling
· Assist with new employee training and orientation
· Performed administrative tasks including bookkeeping and daily bank deposits 
· Handled Party bookings and public inquiries
· Prioritize, organize, delegate, and follow up on assigned shift tasks
· Maintain spacing, cleanliness and orderliness of redemption counter
· Maintained cleanliness and appearance of shelves and stocked areas 
· Managed inventory relevant to redemption area and party rooms


EDUCATION: 
May 2012   Roy High School     High School Diploma                                                                        Roy, UT 

 REFERENCES: 
Available upon request
    
                                 
