
Melinda J. Clouse
9950 Grove St. #C
Westminster, CO 80031
303-465-0713


OBJECTIVE
     To obtain a challenging position, utilizing abilities developed through my
     experience and education with the opportunity for professional growth
     based on experience.

STRENGTHS
     *  Self-motivated and dependable with experience in instituting and conducting all          
         office procedures, organizing and coordinating projects for maximum
         efficiency.
     *  Disciplined and well organized in work habits, with the ability to function
         smoothly in pressure situations.
     *  Demonstrated record of high performance standards, including attention
         to schedules, deadlines and quality of work.

SKILLS
     Accounting, data entry, 10 key by touch, typing, multi-line phone systems, strong   
     customer service, Excel, Outlook, Windows, Prodigy, In-Sight, Lotus 1-2-3-, ADP,
     JD Edwards, auditing, figuring commissions, assignment of titles, variety of office
     skills, and cash handling.
     

WORK HISTORY

American Motel, Wheat Ridge, CO                                                         6/08 thru 11/12
     Front Desk Clerk
     Customer Service, Cashier, Reservations, Reception, Phones, Coordinate with housekeeping 
     and maintenance to ensure customer satisfaction, complete necessary paperwork for
     reservations and customer receipts.

Sun Enterprises, Thornton, CO                                                         4/07 thru 6/08
    Office Clerk
     Responsible to perform co-workers’ positions on their days off.  This consisted of    
     receptionist, A/P clerk, cashier, service writer, title clerk, and boutique retailer.            Duties also included balancing 8 cash drawers on a weekly basis, and data entry.     .

     
McDonald Auto Group, Littleton, CO                                              9/06 thru 12/06
     Billing Clerk
     Cashed all contracts, billed Mazda and Used car deals, figured sales commission,
     reconciled five schedules on a weekly basis, stocked in vehicles, data entry, and
     submitted and paid service contracts, weekly business meetings.

International Truck & Engine Corp., Commerce City, CO             12/01 thru 1/05
     Business Administrator
     Processed all legal documents for 4 Salesmen on sold units, Title clerk, Accts.
     Payables clerk, month end reconciliation & reports, data entry, daily deposits, all
     office mailings & filing, weekly business meetings.
     


 EDUCATION
      High School Diploma, Ogallala, NE
      

    
     

