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P.O. Box 725 Clemson, SC 29633
Cell: (864)923-6178 : 
                                                                                                                                                               Wreckermomma66@yahoo.com

Career Focus

Detail-oriented professional with the ability to learn concepts quickly. Committed to what has to be done and reliable to get the job done. Flexible with work hours. Dependable with what has to be done.
Key Skills
	
●
	Detail Oriented
	●
	Multi-Task Management

	●
	Scheduling Tools
	●
	Statement Billings

	●
	Critical Thinker
	●
	Multi-Phone Lines

	●      Microsoft Word, Excel, PowerPoint
	●
	Faxing

	●
	Weekly Payroll
	●
	Copying


· Accounts Payable/Receivable 
· Sales 
· Client Relations 
· Creative Problem Solving 
· Customer Satisfaction 
· Customer Service 
Education and Training

Lincoln Academy 2012
High School Diploma
Accomplishments

Scheduling
●
Managed detailed scheduling to ensure adequate staffing through high-volume holiday season.
Assistant Manager at Warehouse Recording Studio
Class B CDL
Work Experience

Cashier
Tanner's Grocery– Jacksonville, FL
Worked register
Stocked Shelves
Helped Customers
Assistant Manager
Warehouse Recording Studios – Jacksonville, FL
Customer Service
Multi-Phone Lines
Accounts Payable/ Receivable
Filing
Billing
Weekly Payroll
Copying
Faxing
Managed Other Employees
Banking
School Bus Driver
October 2007 to July 2012
Charlton County School Board – Folkston, GA

Drove School Bus
Fm 529 Animal Hospital & Diagnostic Center -Cypress,Texas

Receptionist
Checking clients in and out on the computer

Excepting payments 

Handling pets while being examined 

Answering multi-Phone lines 

Filing 

Billing 

Coping

Faxing

JR Towing & Recovery – Greenville, SC

Dispatcher/ Administrative Assistant 

May 2013 – August 2013
Tri county college 

Cook / Cashier

August 2013 – Present 


References

Janet Schulman                              Lamar Beeks
(904)- 413- 2130                              (864)- 263- 0992
Kurtis Ford                                    FM 529 Animal Hospital 
(912)-390-9132                                 (281) – 856- 7171

