Amanda Bowlan Kelly  
4048 Snake Island Rd, Carlisle, AR 72024
Ph. 870-552-5838
kellyteam2019@gmail.com

Experience:
Vista Outdoor aka Remington Arms, Lonoke
March 2021-Present
          Centerfire Powder Weight Auditor - My duties consist of precisely measuring and recording the bullet pull weight and powder weight of a sample of each machine every 4 hours.  I collect the samples and report my findings to Quality and Ballistics.  When there is a problem with the bullet pull or weight of the powder, I immediately have the machine turned off and evaluate the problem to come to a remedy.  I also can reject any manufactured product that has quality issues.
Ballistic Auditor - Responsibilities included testing a sample of loaded ammunition from Centerfire, Shotshell, and Rimfire every 4 hours.  Testing of the loads included velocity and pressure in a stationary barrel and then firing a larger sample through the appropriate gun to check for faults.

City Market, Carlisle
	July 2020-September 2020
	Assistant Manager - My duties included supervising numerous employees, creating weekly schedules, ordering all products in the store weekly, customer service, wiring funds and bill pay, and processing the tills for store closing at night.  Along with these duties I made a point of memorizing the weekly specials and encouraging sales of these products to customers.

State Farm, Little Rock
	August 2019-March 2020
		Team Member, Secretary, Insurance Sales Person - I attended many training courses in insurance and received a certificate to sell vehicle, house, and other numerous coverages.  Part of my duties also included being the front office secretary.  This consisted of assisting any customers who entered or called the establishment with their concerns and questions.  I also was the secretary for the entire office which had me setting all appointments for team members, keeping an up-to-date shared calendar, making reminder calls for the customers, and furthering my insurance education between times.

Loreal, North Little Rock
	September 2017-March 2019
		Processor - My duties were to safely process and manufacture multiple kinds of liquid make-up.  I was thoroughly trained in the safety of the numerous chemicals used, the operations of the skid (large tanks used to process the product) and certified in forklift driving.  My job was to make and adjust the make-up to the specifications of the company.  I also was responsible for making sure the correct raw materials were on the pallet before creating the product.

Stuttgart Automotive and Body Repair
	May 2016-November 2018
		Owner and Office Manager - My responsibilities included customer service, record keeping, taxes, ordering all appropriate parts for individual automobiles, paying all accounts, and all duties that are expected of an owner of a mechanic shop.

Clarendon Public School District
	June 2013-December 2015
		Elementary School Secretary and Executive Secretary for the Superintendent - I handled the front office of the elementary school for 2 years.  I was responsible for all parental contacts, record keeping, setting up meetings for the principal, taking care of all parental and teacher meetings, nurse duties as needed (the nurse was a terminal cancer patient who has since passed), and keeping everything scheduled to keep the elementary running smoothly.
		The superintendent moved me to his office, I was responsible for all of his meetings, contacting board members and parents, and record keeping.  I attended many training sessions with the staff of the schools to keep abreast of the latest in education.  During this time, I drove a bus as well.

Farmers & Merchants Bank, Stuttgart
	April 2009-May 2013
		Customer Service Representative - My daily duties were customer service in the form of accounting, online banking assistance, opening and revising accounts such as checking, savings, IRAs, Certificates of Deposit, and HSAs.  I was also responsible for assisting in the vault balance as well.

Bank of England, East Branch England
	2008-April 2009
		Teller/Customer Service Representative - My responsibilities included keeping my till balanced, proofing machine operation, assisting customers with accounting and learning how to keep their finances in order, working the drive thru window as needed, opening accounts, and assisting in balancing the vault.


Education:
	May 1992
		General Education Diploma - I attended Carlisle Public School but then took my GED test through Lonoke County in order to go to college a year early.
	August 1992
		Arkansas State University - My two majors were Biological Science in preparation to enter the nursing program and Elementary Education studies in later years.  

Skills:
Computer skills: These include Word, Office and Excel.
Work ethic: I am extremely task-oriented and work very well with others.
Responsible: Once I am given a job to do, I see it through to completion in a timely manner.
Punctual:  I am always early and ready to start my day.  My father has been gone for years but I still remember him saying, “It’s better to be an hour early than 5 minutes late.”  I still live by this motto.
Volunteer: I have been an enthusiastic volunteer with every employer’s sponsored activity.

Activities:
I very much enjoy the outdoors.  We camp and hike as much as we can.  Gardening is also a pass time for us, and I love to preserve the produce we grow.  I love to read and write stories (I have a published book on Amazon and have written for a magazine).  

Sincerely,
Amanda Kelly

