·

	Angela Davidson

	Experience

	2013-Current
	AppleOne
	Greeley, CO

	[bookmark: _GoBack]Payroll Assistant/Accounting Clerk at Blackeagle Energy
· Time Entry for 500+ Employees
· Payroll Corrections and update spreadsheets for per diem

	2009-2013
	WLC Engineering, Surveying & Planning
	Casper, WY

	Accounting/Business Office
· Managed all Accounts Payable & Receivable
· Managed all company credit cards
· Assist in HR and IT Functions 
· Assist in training and hiring of all new administrative staff
· Organize company parties 
· Back up for the receptionist – Answer phones, greet customers and general office duties

	

	2004-2006
	Big Horn Radiology
	Sheridan, WY

	Administrative Assistant
· Entered patient information
· Answer phones
· Performed various secretarial/clerical duties such as documenting, photocopying, faxing, mailing and organizing filing system
· Sorted and distributed incoming communication data, including faxes, letters and emails
· Transcribing letters for doctors
· Daily Deposits

	

	1998-2002
	Kendrick Golf Course
	Sheridan, WY

	Pro Shop Clerk / Restaurant Manager
· Managed the restaurant staff (hire, fire & scheduling)
· Ordering of supplies and stocking
· Prepared food
· Made tee times and got the members out on course
· Picked up range balls
· Cleaning of kitchen and pro shop
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