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Objective:
It is my goal to secure a position where I may enhance & utilize my professional skills while being a valuable asset to my employer.   Over all I have 10 years experience in Business Administration with Data Processing that includes an Associate’s degree.   I also have managerial skills and experience that would allow me to manage a Business office or Company.

Skills:
Associates Degree, Powerpoint, Excel, Spreadsheet knowledge, Typing(65wpm), Workbrain, SAP, Publisher, Shipping & Receiving, Accounts Payable & Receivable, Human Resources, Management Skills.


International Paper Company        January 2013 – June 2014
Selma, Alabama
Duties:  Administrative Assistant - This is an Industrial paper mill. My job consisted of typing documents on Microsoft word, Powerpoint, Excel .   Daily use of SAP software with communication skills.  I have worked in the Maintenance Planner Department  and  Enviromental Health & Safety Department which involved policies and procedures that concerned the employees job task.  This allowed me to gain experience within these fields.  I also worked in the Sheetroom dept. with 75 employees of which I did the Work Schedule, vacation time with software called Workbrain.


First Baptist Church	May 2012 - January 2013
Selma, Alabama
Duties:  Administrative Assistant  – HR Department, daily typing, daily Computer usage, one on one contact with the public, answering the phone, making appointments, ordering supplies, Microsoft word, Powerpoint, Publisher, managing overall office task.


Kyra Sparks Law Office	     August 2009 – May 2012
Selma, Alabama
Duties:  Administrative  Assistant – Over all HR Department, Typing Documents, legal services , assisting in court,  accounts payable, accounts receivable, Collections, opening of mail and directing it to the departments, Daily excess to Microsoft word, Powerpoint, Excel, SAP software.   Daily contact with the public.


Trustmark Bank         October 2006 –August 2009
Selma, Alabama
Duties:  Teller, Loans, Customer Service – daily balancing cash drawer, strapping down of money, buying and selling to the vault, processing of loans and taking applications, opening new accounts while making sure the customer is pleased with our banking service.

Warren Manor Nursing Home         December 2004 – October 2006
Selma, Alabama
Duties:  Nursing Scheduler/Medical Supplies Clerk – accounting with daily shipping and receiving of medical supplies, insurance payments, insurance coding and billing, inventory reports, making a time schedule for the nursing crew and CNA’s. Daily hands on with Microsoft word, Powerpoint, Excel, SAP software.

Central Christian Academy       1998 – 2004
Selma, Alabama
Duties:  Physical Education Teacher/Librarian/Associates Degree

AmSouth Bank        1989 – 1992
Selma, Alabama
Duties:  Assistant/fill-in Headteller, shipping & receiving of shipments from Wells Fargo, daily balancing of vault money and cashiers money drawer.

Southtrust Bank/Wachovia/Wells Fargo       1984 – 1988
Selma, Alabama
Duties:  Teller – worked inside the lobby, in the drive thru, also went to the branch to help when needed. Balancing of cash drawer on a daily bases of large amounts of money.

City Finance Company       1980 – 1983
Selma, Alabama
Duties:  Loan Officer & Collections, also did skip search on collections & closing of loans.




Other Experiences:  Daily use of computer, word processing, switchboard, adding machine, typewriter, daily balancing of large amounts of money, one on one contact with the public and how they could be helped and have better service. Excel, publisher, Microsoft word, Powerpoint, SAP software.


References:     Kyra Sparks-334-872-5896
                                Krystal Harris -334-874-8271
                                Angela Edwards – 334-875-8020
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Page 1

