Elissa Arnel

131 Penny Lane #301

Brighton, CO 80601

720-842-9104

elissa_email@yahoo.com
SKILLS PROFILE

Data entry and 10-key
Microsoft Word and Excel

Office machines

Telephones


Organizational skills


Cash handling
Typing 60 wpm

Business correspondence

AP / AR 
Filing



Office management


Scheduling

Internet and email

Customer service


Quickbooks
Payroll


Attention to detail


Bank deposits
PROFESSIONAL EXPERIENCE

Billing/Payroll Assistant, Vaughn Concrete Products, Henderson, Colorado, 7/12-11/12

· Processed invoices for billing

· Checked payroll

· Checked monthly sales and use tax

· Ran errands for the office twice a week

· Processed credit applications

Courtesy Clerk / Checker, Safeway, Brighton, Colorado, 1/09-7/12
· Accurately ring up customers purchases

· Package groceries

· Maintain parking lot and store neatly

Accounts Payable, Standard Restaurant Equipment, Salt Lake City, Utah, 10/02-11/03

· Matched invoices with purchase orders to verify accuracy

· Sorted and distributed mail

· Correspondence with vendors to correct problems with invoices

· Data entry and price list maintenance

· Processed and approved vendor invoices

Customer Service / Clerical, Appliance Service by Paul, Murray, Utah, 1/00-8/02

· Answered multi-line phone system

· Dispatched technicians

· Scheduled service calls for technicians

· Customer Service

· Filing

· Data entry

Data Entry / Clerical, Kelly Services, Salt Lake City, Utah, 1/99-1/00

· Various temporary clerical positions

· Six month position entering real estate data into system

Customer Service, Valley Vacuum, West Valley City, Utah, 11/97-1/00

· Answered phones

· Sales

· Data Entry

· General upkeep of store

· Filing

Secretary, Salt Lake Costume Company, Salt Lake City, Utah, 4/92-1/97

· Filing

· AR/AP

· Payroll

· Data Entry

· Correspondence and mailing

· Answered multi-line phone system

Office Manager, KBA Insurance Agency, Salt Lake City, Utah, 1/87-4/92

· Filing

· Answered multi-line phone system

· Mailing

· Customer Service

EDUCATION

Veterinary Technician program, Utah Career College, West Jordan, Utah, 2003
Executive Office program, PC Technical Institute, Salt Lake City, Utah, 1991

General Office program, Davis Area Vocational Center, Kaysville, Utah, 1988

